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  UNIT 1 
GOVERNMENT DEPARTMENTS 
 
1. Прочитайте и запомните слова и фразы данные ниже. Постройте 
предложения с данной лексикой 
Vocabulary 
Abolition- отмена 
Disabled people- инвалиды 
Dispute resolutions - спорные решения 
Equality and fairness - равенство и справедливость 
Fair, effective and accessible- справедливая, эффективная и доступная 
Headquarters- штаб-квартиры  
Key aims-ключевые цели 
Law and policy on running elections- закон и политика проведения выборов 
Merger-объединение, поглощение 
Modernising the constitution- совершенствование конституции 
Politically impartial civil servants- политически беспристрастные госслужащие  
Reducing crime - снижение уровня преступности 
Responsible for prosecuting criminal cases – ответствененный за ведение 
уголовных дел  
The justice system - система правосудия 
The security and well being- безопасность и благополучие 
To achieve long term prosperity- достичь долгосрочного процветания 
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To be accountable – быть подотчетным 
To build a safe, just and tolerant society- построить безопасное, справедливое и 
толерантное общество 
To help reduce child poverty- помочь сократить бедность среди детей 
To implement government policy-исполнять политику государства 
To offer a unique experience- предложить уникальный опыт 
To oversee - контролировать 
To participate in political processes- участвовать в политических процессах 
To protect – защищать 
To raise the rate of sustainable growth- повысить уровень  постоянного роста  
To run the courts- осуществлять работу судов 
To safeguard- оберегать, охранять 
To work alongside local authorities-работать вместе с органами местного 
самоуправления 
 
2. Прочитайте и переведите текст Government Departments(1) 
 
 (1)GOVERNMENT DEPARTMENTS 
The main role of government departments and their agencies is to implement 
government policy and to advise ministers. Each department is varied in its culture 
and complexity of work but is able to offer you a unique experience and insight 
into the way it delivers public service. 
Departments and agencies are staffed by politically impartial civil servants 
and generally receive their funding from money provided by Parliament. They 
often work alongside local authorities, non-departmental public bodies, and other 
government-sponsored organisations. 
The structure and functions of departments are sometimes reorganised if 
there are major changes in government policy. A change of government, however, 
does not necessarily affect the functions of departments. 
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The work of some departments (for instance, the Ministry of Defence) 
covers the UK as a whole. Other departments, such as the Department for Work 
and Pensions, cover England, Wales and Scotland, but not Northern Ireland. Others 
again, such as the Department for Children, Schools and Families, are mainly 
concerned with affairs in England and Wales. Most departments are headed by 
ministers. However, some are non-ministerial departments headed by a permanent 
office holder, and ministers with other duties are accountable for them to 
Parliament. 
Executive agencies 
An executive agency is a public institution that delivers government services 
for the United Kingdom government, the Scottish Government, the Welsh 
Assembly Government or the Northern Ireland Executive. 
An agency does not set the policy required to carry out its functions - these 
are determined by the department that oversees the agency. Agencies are headed 
by chief executives, who are personally responsible for day-to-day operations.  
They are normally directly accountable to the responsible minister, who in 
turn is accountable to Parliament. 
Abolition, privatisation, contracting-out, merger or rationalisation of a given 
government function are all options considered on their merits before an agency is 
set up. 
 
3. Ответьте на вопросы к тексту 
1) What is the main role of government departments and their agencies? 
2) What is each department able to offer? 
3) Where do departments and agencies receive their funding from? 
4) What bodies do they work alongside? 
5) Does a change of government affect the functions of departments? 
6) Does the work of some departments cover the UK as a whole? What are the 
departments? 
7) What is an executive agency? 
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8) Who are the heads of agencies? 
9) Who are the agencies accountable to? 
10) What options are considered before an agency is set up? 
 
4. Прочитайте текст Government Departments(1) еще раз. Определите, 
какое из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов   
 T F 
1. The main role of government departments and their agencies is to 
assist the Government to implement its policy. 
  
2. Departments and agencies are staffed by civil servants who are the 
members of political party in power. 
  
3. Departments and agencies are funded from money provided by the 
Queen. 
  
4. Civil Servants usually change when the Government changes.   
5. An agency is accounted to the department that oversees the agency.   
6. Chief executives are the heads of the agencies.   
 
5. Прочитайте текст Government Departments (2) и заполните пропуски в 
предложениях, данных после текста, названиями государственных 
департаментов 
 
GOVERNMENT DEPARTMENTS (2) 
Cabinet Office. The Cabinet Office supports the Cabinet and aims to 
improve the management, efficiency and effectiveness of government and the Civil 
Service. 
Department for Work and Pensions. A new department that has been 
formed from the existing Department for Social Security, including the Benefits 
Agency and Child Support Agency, and from the employment, disability and 
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international relations elements of the Department for Education and Employment, 
including the whole of the Employment Service.  
The Department is responsible for delivering support and advice through a 
modern network of services to people of working age, employers, pensioners, 
families and children and disabled people. Its key aims are to help its customers 
become financially independent and help reduce child poverty.  
Department of Health. Manages the National Health Service, local 
authority social services for children, families, the elderly and disabled, and is 
responsible for aspects of public health. 
Department for Business, Enterprise and Regulatory Reform. The 
Department of Trade and Industry has the clear aim of generating wealth for 
everyone in the UK by helping people and businesses to become more productive 
and more successful. We set the policies, promote the best practice and deliver 
practical solutions to achieve long term prosperity for all. 
Foreign and Commonwealth Office. The UK Government department 
responsible for foreign affairs. It works through its London headquarters and a 
network of Embassies, High Commissions and Consulates throughout the world. 
HM Treasury. The department responsible for formulating and putting into 
effect the UK Government's financial and economic policy. The Treasury's overall 
aim is to raise the rate of sustainable growth, and achieve rising prosperity, through 
creating economic and employment opportunities for all. 
HM Revenue and Customs. HMRC is responsible for collecting the bulk of 
tax revenue, as well as paying Tax Credits and Child Benefits, and strengthening 
the UK's frontiers. 
 
1)_____________ is responsible for delivering support to people of working age, 
employers, pensioners. 
2)_____________ responsible for formulating and putting into effect financial and 
economic policy. 
3)____________ is responsible for collecting the bulk of tax revenue. 
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4)____________ aims to improve the management, efficiency and effectiveness of 
government and the Civil Service. 
5)____________manages the National Health Service, local authority social 
services for children, families, the elderly and disabled people. 
6)___________ responsible for foreign affairs. 
7)___________  provides defense capabilities. 
8)___________ generates wealth by helping people and businesses to become 
more productive and more successful. 
 
6. Прочитайте текст Crown Prosecution Service и  заполните пропуски в 
тексте словами и выражениями из рамки 
criminal cases, effective running, geographical areas, lawyers, Director of Public 
Prosecutions, the police, responsibility, cases, court, administrative staff. 
 
СROWN PROSECUTION SERVICE 
The Crown Prosecution Service (CPS) is the Government Department 
responsible for prosecuting ___1___ investigated by the police in England and 
Wales. Headed by the___2___, The CPS aim is to achieve a national prosecution 
service. The CPS is structured into 42___3___, each with its own Chief Crown 
Prosecutor (CCP) who takes ___4___for prosecutions within that region. Though 
CCPs are directly accountable for their areas, much of the responsibility for the 
efficient and ___5___of areas is taken by Area Business Managers. The CPS uses 
the talents of many diverse people, including___6___, caseworkers and___7___. 
As the principal prosecuting authority in England and Wales, we are responsible 
for:  
• Advising the police on cases for possible prosecution;   
• Reviewing cases submitted by___8___;   
• Where the decision is to prosecute, determine the charge in all but minor cases;  
• Preparing ___9___for court;  
• Presentation of cases at___10___.  
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7. Прочитайте текст Communities and Local Government  и найдите 
английские эквиваленты следующих слов и фраз 
 
COMMUNITIES AND LOCAL GOVERNMENT 
1) орган местного самоуправления 
2) безопасная среда 
3) создать возможность 
4) формировать и защищать 
5) предлагать больше вариантов на выбор 
6) общественные услуги 
7) создавая сплоченность 
8) антиобщественное поведение 
9) ответственный, быстро реагирующий орган местного самоуправления 
10) определить и осуществить планы сообщества на будущее 
 
Communities and Local Government's vision is of prosperous and cohesive 
communities, offering a safe, healthy and sustainable environment for all. 
Our role is to build the capacity of communities to shape and protect their 
own future. We want to see empowered and confident communities, with higher 
levels of democratic participation and citizen engagement, working together to 
offer more choice and quality in public services, building cohesion and tackling 
extremism, addressing the issues of climate change and anti-social behaviour  and 
backed by strong and responsive local government which helps to shape and 
deliver the communities’ vision for the future. 
 
8. Повторите лексику упражнения 1. Прочитайте текст The Ministry of 
Justice, в котором один из служащих рассказывает о Министерстве 
Юстиции и переведите на английский язык слова и фразы, данные в 
скобках 
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THE MINISTRY OF JUSTICE 
The Ministry of Justice is an exciting organisation at the heart of 
government. With over 26,000 people, we are one of the largest operational 
departments. Our role is to drive forward improvements to (1. система 
правосудия) and to safeguard and modernise the constitution. Our work is 
fundamental to (2. безопасность и благополучие) of the UK. We (3. защищаем) 
people’s right: 
• to live in a safe and secure society;  
• to a justice system which is, and is seen to be (4.справедливая, эффективная и 
доступная) to all;  
• (5.участвовать в политических процессах) and institutions that are 
democratic, transparent and accountable.  
Our responsibilities include (6.осуществлять работу судов), improving the 
justice system, human rights and information rights law, and (7. закон и политику 
проведения выборов ) and (8.совершенствование конституции ).  
Our priorities include (9. снижение уровня преступности) and anti-social 
behaviour; speeding up the asylum and immigration appeals system; promoting 
and delivering faster and more effective (10. спорные решения); and 
strengthening democracy, rights and responsibilities.  
 
9. Прочитайте текст Department for Transport  и дайте его краткое 
изложение по следующей схеме:  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
5. The last part informs us about… 
6. Thus we learn from the text (about) that… 
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DEPARTMENT FOR TRANSPORT 
Transport is one of the Government's top priorities. Our aim is transport that 
works for everyone, which means a transport system which balances the needs of 
the economy, the environment and society.  
The Department creates the strategic framework for transport services, 
which are delivered through a wide range of public and private sector bodies.  
The central Department consists of around 1,700 people working on 
transport policy, strategy and support services. Policy covers all types of transport - 
road, rail, air and sea - and services include finance, legal matters, communication, 
human resources and IT.  
More visible to the public, our six executive agencies deliver an important 
range of services from conducting driving tests to co-ordinating search and rescue 
operations at sea.  
10. Используйте слово в конце каждой строчки, чтобы образовать с 
помощью суффиксов и приставок слова, которые подходят по смыслу 
HOME OFFICE AND MINISTRY OF DEFENCE 
The Home Office has a clear and simple ___1___   - to build a safe, OBJECT 
just and tolerant society for everyone. It is tasked to  deliver many of 
the ___2___ 's top priorities. It aims to make a 
 
GOVERN 
___3___ to people's lives, creating a society in which: DIFFER 
• People are ___4___  from crime;  SAFE 
• Those who offend are caught ___5___ and dealt with  QUICK 
securely but ___6___ ; CONSTRUCT 
• There is ___7___and fairness for all;  EQUAL 
• There is respect for people's rights and ___8___;  RESPOND 
• Everyone has a stake in their community; and    
• People may travel and settle ___9___  within the law. FREE 
Ministry of Defence provides defence ___10___ for the UK  CAPABLE 
and helps to support foreign policy objectives for ___11___ peace 
and security. 
NATION 
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11. Прочитайте и переведите текст The Welsh Assembly Government с 
помощью словаря 
THE WELSH GOVERNMENT  
The Welsh Assembly Government is the devolved government for Wales. It 
is responsible for many issues including health, education, economic development, 
culture, the environment and transport. The Assembly Government has 
considerable power to develop and implement policy within a range of areas. Some 
of the decisions that the Assembly Government can make are:  
• Develop education, training and lifelong learning in Wales;  
• Developing and funding NHS services in Wales;  
• Administering funding for local authorities in Wales;  
• Developing housing policy, including tackling homelessness;  
• Sponsoring bodies that protect our environment and conserve wildlife and 
natural habitats;  
• Developing an integrated transport framework for Wales;  
• Promoting agricultural schemes and rural development;  
• Developing schemes to promote the culture and heritage of Wales;  
• Establishing schemes for sustainable development and equality of opportunity; 
and  
• Developing information and communication technology in Wales.  
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UNIT 2 
GOVERNANCE AND  
PUBLIC ADMINISTRATION 
                                                                         
1. Прочитайте информацию о происхождении слова Governance и 
соотнесите каждое определение, данное на английском языке с русским 
переводом. Отметьте галочкой то определение (governance), которое 
кажется вам наиболее подходящим 
 
The word governance derives from the Greek verb «kubernan» which means to 
steer and was used for the first time in a metaphorical sense by Plato. It then 
passed on to Latin and then on to many languages. 
Governance …… 
1)the activity or manner of governing  a) правительство 
2) the activity of controlling and directing  
the affairs of the country using political 
power  
b) традиции и учреждения по 
средством которых осуществляется 
власть в стране 
3) the exercise of political authority  to 
manage society's problems  
c) деятельность или манера управлять 
4) the traditions and institutions by which 
authority in a country is exercised 
d) применение политической власти 
для управления проблемами общества  
5) govetnment e) деятельность по осуществлению 
контроля и управлением делами 
страны с использованием 
политической власти 
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2. Прочитайте и запомните слова и фразы из текста The Concept of 
Governance and its Connection with Public Administration. Постройте 
предложения с данной лексикой 
Vocabulary 
Administrative capacities - административные возможности 
An evaluation of governance - оценка управления 
An interdisciplinary approach - междисциплинарный подход 
Authority is exercised - полномочия осуществляются 
Awareness - осознание 
Bureaucracy - аппарат чиновников, бюрократия 
Comparison - сравнение 
Economic growth - экономический рост 
Governance - управление 
Objectives - цели 
Pillar - опора, столп 
Political pressure - политическое давление 
The spread of corruption - распространение коррупции 
The corruption of officials - коррупция высших должностных лиц 
The credibility of the state - доверие государства 
The economic activities of the country - экономическая деятельность 
государства 
The main barriers - основные препятствия 
The quality of governance is assessed - качество управления определяется 
To cover the perception - охватывать понимание 
To embody - воплощать 
To enable effective implementation- способствовать эффективному внедрению 
(реализации) 
To follow the appropriate policy- следовать надлежащей политике 
To set up a firm – создать фирму 
With the aim of improving- с целью улучшения 
 17
3. Прочитайте и переведите текст The Concept of Governance and its 
Connection with Public Administration с помощью словаря, используя 
лексику упражнения 2 
 
THE CONCEPT OF GOVERNANCE AND ITS CONNECTION 
WITH PUBLIC ADMINISTRATION 
 
Since all countries, including those in the EU, have as their objectives a 
standard of living that is as high as possible, it is understandable why increased 
attention is directed towards governance. In the last dozen years there has been 
growing awareness that good governance is the key determinant of the ability to 
attain sustainable economic and social development. There is ever more evidence 
that for development it is not enough just to follow the appropriate policy, but it is 
also necessary to have a good institutional structure. A good institutional structure 
implies the existence of an environment that enables effective implementation of a 
given policy and that encourages individuals to invest in capital, education and 
technology – the factors behind economic growth. 
 Governance refers primarily to government, and one of the pillars of 
government is the public administration. It has been shown that it has been 
precisely this that has been one of the main barriers to successful transition to a 
democratic society and a market economy. Its transformation and modernization in 
line with the principles of good governance are becoming particularly important in 
the context of European integration because strong administrative capacities are 
necessary for a successful conclusion of the process.  
Government consists of three pillars: the economic, political and 
administrative pillar. The economic refers to the process of making decisions that 
affect the economic activities of the country and its relations with other countries. 
 The political pillar is the process of forming policy according to decisions 
that have been made, and the administrative relates to the implementation of this 
policy. This administrative pillar is embodied in the public administration. 
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Governance describes how authority is exercised, and the public administration 
possesses part of this authority. Accordingly, an evaluation of governance, as good 
or bad, depends to an extent on the successfulness of the work of the public 
administration. 
The quality of governance is assessed according to the following indicators: 
rule of law, development of democracy, spread of corruption, political stability and 
effectiveness of government.  
 
4. Ответьте на вопросы к тесту 
1) What is the reason of increased attention towards governance? 
2) What does “a good institutional structure” mean? 
3) What is one of the main barriers to successful transition to a democratic society 
and a market economy? 
4) Why is it necessary to transform and modernize public administration? 
5) How many pillars does Government consist of? What are they? 
6) What is the economic pillar? 
7) What is the political pillar? 
8) What is the administrative pillar? 
9) What does an evaluation of governance depend on? 
10) How is the quality of governance assessed? 
 
5. Прочитайте текст The Concept of Governance and its Connection with 
Public Administration еще раз. Определите, какое из утверждений 
является истинным (T) или ложным (F). Отметьте варианты ответов  
 T F 
1. The objectives of all countries, including those in the EU, is to 
improve the governance. 
  
2. If there is good governance in the country there is good economic 
and social development. 
  
3. Capital, education and technology are the factors behind economic   
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growth. 
4. Transformation and modernization of public administration is 
particularly important in the context of European integration. 
  
5. The political pillar refers to the process of making decisions that 
affect the economic activities of the country. 
  
6. The political pillar is embodied in the public administration.   
 
6. Прочитайте текст The Concept of Governance  и  заполните пропуски в 
тексте словами и выражениями из рамки 
definition     social groups     simple question     governance     science  
historical     economic and social     employees     policy      private 
 
THE CONCEPT OF GOVERNANCE 
It is quite difficult to reply to the___1____: what exactly is___2___? There 
is no consensus about a___3___, although all start out from the idea that it is about 
something that has a complex ___4___, political and social/cultural background, 
and hence requires an interdisciplinary approach.  
The narrowest definition is: the ___5___ about government and its 
performance (Dethier 1999:5). The World Bank, which was the first to give 
prominence to the role of governance, describes it as the manner in which 
authority is exercised in the management of country’s ___6___ resources for 
development (World Bank, 1992:1).  
It might be characterized as the capacity of the formal and informal 
institutional environment (in which individuals, ___7___, civil associations and 
government officials and ___8___ interact) to apply and carry through a given 
government ___9___ and to improve coordination in the ___10___ sector (Ahrens, 
2002).  
Thus the key words are institutions and government, and the questions that 
dominate are how, and how well. 
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7. Повторите слова и выражения задания 2. Прочитайте текст The Degree 
of the Public Administration Success и переведите на английский язык 
слова и выражения, данные в скобках 
 
THE DEGREE OF THE PUBLIC ADMINISTRATION SUCCESS 
The degree of success of the public administration can be defined in 
numerous ways, but there is no single indicator to quantify it and thus make 
possible a (1.сравнение) among different countries. If we were to review it only 
from the aspect of (2.экономический рост), then data about the (3.коррупция 
чиновников) and efficiency in dealing with investors (number of regulations, time 
needed to (4.создать фирму), costs of new starts) would all be important. But we 
largely consider the public administration with (5.целью улучшения) its 
capacities to carry out its tasks within the EU effectively.  
The given governance indicators cover the perception of the work of the 
public administration. The problem here is that there is no conceptual distinction 
made among the terms (6.правительство), state, (7.аппарат чиновников) and 
public administration, the result being that the indicators are fairly confused.  
Thus, for example, the indicator “effectiveness of government” combines 
perceptions of the quality of the bureaucracy, (8.компетенция гражданских 
служащих), the independence of the civil service from (9. политического 
давления) and the (10. доверие правительства) in carrying out its policies. 
 
8. Прочитайте текст упражнения 7 еще раз и дайте его краткое 
изложение по следующей схеме:  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
5. The last part informs us about… 
6. Thus we learn from the text (about) that… 
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9. Соотнесите английские слова и выражения с их русскими 
эквивалентами, они помогут вам понять текст упражнения 10, в котором 
рассматриваются взаимоотношения между министерствами и 
государственной службой 
1. civil service responsibility a) безусловное разделение 
ответственности 
2. crucial b) ответственность гражданских 
служащих 
3. implicit division of responsibility c) чрезвычайно важный 
4. accountability d) реализация, внедрение политики 
5. implementing the policies e) неприятные последствия 
6.to clarify respective 
responsibilities 
f) подотчётность 
7. is responsive to their needs g) прояснить, уточнить 
соответствующие обязанности  
8. adverse consequences h) отвечает их потребностям 
9.to act on behalf of ministers i) ожидания, связанные с изменением 
законодательства 
10. legitimate expectations j) действовать от имени министров 
 
10. Прочитайте текст и озаглавьте его. Закончите предложения 
информацией из текста 
1) There is the need for a wider reexamination of understandings of … 
2) The relationship between ministers and civil servants is crucial to the … of our 
democracy. 
3) The division of responsibility between ministers and civil servants has 
become… 
4) Civil service responsibilities are not simply to the government of the day; they 
should include responsibility… 
5) Implementing the policies of the elected government is a … 
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6) Recent events have suggested that it is not always.... 
7) Ministers should be able to have confidence that … to their needs. 
8) Civil servants should be confident that they have … without adverse 
consequences. 
9) It is clear that civil servants, not ministers, are responsible for the dismissal of 
underperforming civil… 
10) A new clarity about ministers’ … should be accompanied by clarity about the 
civil service’s. 
 
……………………………………… 
 Events over the last year have shown the need for a wider reexamination of 
understandings of ministerial and civil service responsibility. The relationship 
between ministers and civil servants is crucial to the efficient working of our 
democracy, yet the old version of the “public service bargain” in which there was 
an implicit division of responsibility between ministers and civil servants has 
become confused. There have long been concerns about the way in which 
responsibility and accountability are divided in the British system. Those 
difficulties have become more acute. 
An impartial civil service has a key constitutional function. Civil service 
responsibilities are not simply to the government of the day; they should include 
responsibility to Parliament, and to the constitution. However, implementing the 
policies of the elected government is a core civil service role. Recent events have 
suggested that it is not always as effective as it could be. We do not think there can 
be a neat division of responsibility between civil servants and ministers, but 
believe that more should be done to clarify respective responsibilities. We also 
believe that civil servants should account to Parliament more freely than at present. 
There needs to be a new public service bargain, underpinned by a governance 
code. 
Ministers should be able to have confidence that the civil service is 
responsive to their needs, and deals with poor performance properly. Civil servants 
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should be confident that they have the right to give advice without adverse 
consequences, however unwelcome that advice might be, and to be judged on what 
they are responsible for. 
Ministers should be able to have confidence that the civil service is 
responsive to their needs, and deals with poor performance properly. Civil servants 
should be confident that they have the right to give advice without adverse 
consequences, however unwelcome that advice might be, and to be judged on what 
they are responsible for. 
Debate over the politicization of the civil service should be set in an 
international and historical context. The British system is extreme in the limits set 
on political direction of the administration. On the other hand, it is also a system in 
which, legally, civil servants act on behalf of ministers, and do not normally have 
legal responsibilities in their own right. Not only is ministerial influence limited by 
the Civil Service Commissioners, and by the Commissioner for Public 
Appointments, but there have also been a number of recent developments which 
have reduced it still further. For example, it is no longer true to say that civil 
servants hold office at the minister’s pleasure.  
It is clear that civil servants, not ministers, are responsible for the dismissal 
of underperforming civil Politics and Administration: Ministers and Civil Servants. 
We have no wish to change this, but these developments give context to current 
arguments about politicization. 
The nature of such arguments (for example, the inordinate attention given to 
the role of special advisers) can make sensible discussion of the relationship 
between ministers and civil servants more difficult than it need be. We consider 
that those in key posts should be able to command ministers’ confidence, and 
welcome moves to ensure that ministers are involved in their appraisal.  
 We also consider that the appointments systems for those key posts should 
recognize that ministers need to be able to work with those who are appointed, 
while ensuring that the civil service remains, as now, free from political patronage. 
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A new clarity about ministers’ legitimate expectations should be 
accompanied by clarity about the civil service’s constitutional position. The 
Government has discussed long enough a Civil Service Act; it should now 
introduce one. 
 
11. Прочитайте рекомендации по улучшению функционирования 
государственной службы Великобритании Recommendations for 
Improvement of the Civil Service и найдите английские эквиваленты слов и 
фраз данных перед текстом 
RECOMMENDATIONS FOR IMPROVEMENT  
OF THE CIVIL SERVICE 
1) успех всех других реформ 
2) подготовка судей и прокуроров  
3) набор штата в соответствии с заслугами 
4) государственные служащие 
5) могущественный механизм контроля 
6) увеличение прозрачности 
7) правительство притворяется, что платит 
8) трамплин для карьеры 
9) дело престижа 
10)оценка (чего-либо) 
 
 (A) • Strengthening the rule of law. On this depends the success of all 
other reforms. It is necessary to put into action the recently adopted judicial reform 
strategy with the assistance of a concrete action plan and to reduce the number of 
backlogged cases; to carry out a problem for training the judges and prosecutors 
and other court personnel. 
(B) • Depoliticisation of the public administration. The first move in the 
reform of the public administration should be to depoliticise it, which is achieved 
by recruitment according to merit (education and checks of knowledge) and not 
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political connections. One of the solutions for the depoliticisation is to found an 
independent agency charged with recruitment in the public administration and in 
general the management of human resources. An alternative is to found a body 
within the Government that would be charged with this task, with the provision of 
the possibility of court appeals against decisions related to hiring. Beside this the 
foundation of an institute for the training of state officials should be considered. 
(C) • Opening up towards the public. Like a person of good reputation, the 
government should not hide anything. Vigorous involvement of members of the 
public in the work of the public administration will be difficult; it is something that 
has not been totally mastered anywhere in the EU. Citizens should be deemed 
authorized to receive information about the work of the administration; civil 
society must develop into a powerful control mechanism on the work of the public 
administration and be its associate. The increase of transparency necessarily also 
requires a greater freedom of the media. This will likely be assisted by the new 
Media Law, but there is still no Access to Information Law.  
(D) • Increased motivation of civil servants for their work. The motivation 
of the employees has a great role in the improvement of the work of the public 
administration. It must not happen that the government pretends to pay its workers 
and they in return pretend to work. If wages are given that are comparable with 
those in the private sector for the same level of responsibility and skills, the best 
staff will be retained. Since the budget puts constraints on the desired level of 
expenditure for the pay of employees in the pubic administration, additional 
motivation is required to keep the young and highly educated in the civil service. 
The public administration must not be perceived as a springboard for a career in 
the public sector; a job in the civil service should be a matter of prestige. 
(E) • Additional criteria for promotion in the civil service. Promotion must 
not be based only on years of work but on performance at work, for which constant 
evaluation of the employees is required, caution being exercised to make sure this 
does not turn into an instrument for the involvement of politics. As additional 
stimulus, selective pay rises can be introduced.  
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 (F) • Suppression of corruption. With good incentives, the desire to receive 
bribes diminishes. Although the first steps to do with the suppression of corruption 
have been taken in Croatia, more vigorous measures must be taken to step up 
progress in the area, and it is necessary to make the results as visible as possible to 
the public. 
(G) • Development of a new culture among civil servants. It is necessary to 
set up new values and attitudes among those working in the public administration - 
to create a new culture. Civil servants should be more public-oriented and more 
interested in results, which can be achieved with stimuli that are not related to pay, 
such as public recognition and awards. It is also necessary to test public opinion 
about the civil services in an ongoing way. 
 (H) • Education and training. Training must not be directed only at the 
MEI, but spread vigorously throughout the whole of the public administration. 
People are the key factor in the quality of the public administration. 
  (I) • Higher quality work from officials. The quality of government 
officials should be an element complementary to the public administration, because 
after all a civil service can only be as good as the politicians and the objectives 
they set up. For the quality to improve, public pressure is crucial; the public has to 
insist that the politicians represent their interests. In addition, they need to be able 
to have further training, of the kind that ministers go through in the UK, for 
example. If nothing else, an environment of highly qualified assistants can be 
created. 
  (J)• Debureaucratisation. It is possible to contribute to debureaucratisation 
by bringing in various prices for the same service, depending on the speed with 
which one wants it to be done. It would be good here if all forms were easily 
understandable to the members of the public and if they could carry out some of 
the formalities of the administration online. 
   (K) • Monitoring the quality of governance. So as to be able to have 
ongoing monitoring of the quality of governance in all countries, including Croatia, 
it is necessary to do a lot of work on raising the quality of the governance 
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indicators. This can be done primarily via in-depth and systematic research 
specially adapted to the given country. 
 
12. Просмотрите текст Recommendations for Improvement of the Civil Service 
ещё раз и расположите рекомендации по степени их важности от 1-11, 
начав c самой важной из них. Объясните свой выбор 
 
13. Используйте слово в конце каждой строки текста, чтобы образовать 
слово, которое подходит по смыслу  
«…we are fortunate to have a civil ___1___ which has been  SERVE 
held in high regard, both at home and ___2___, above all for  NATION 
its ___3___ to fundamental procedural values. We are also COMMIT 
fortunate to have a robust system of ___4___ accountability. POLICY 
It is essential that the key governing ___5___ between  RELATION 
ministers and civil servants is kept in good repair, both for   
effective ___6___  and proper accountability. GOVERN 
It is clear that there are ___7___ strains on the system. We  CURRENT 
do not recommend a radical move towards politicization, nor   
towards a ___8___ separation of accountabilities as a  FORM 
response, but we do propose a number of steps which may  
contribute to the good ___9___ of a system which combines WORK 
an ___10___ civil service with political accountability for its  DEPEND 
___11___. OPERATE 
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 UNIT 3 
                          POLITICAL PARTIES  
IN GREAT BRITAIN 
  
1. Соотнесите каждое определение, данное на английском языке с его 
русским переводом. Отметьте галочкой то определение партии (party), 
которое кажется вам наиболее подходящим 
Party is …… 
1) a political organization whose 
members all have the same aims and 
beliefs 
а) организация людей с 
определенными политическими 
убеждениями, которые участвуют в 
выборах пытаясь получить пост в 
местном или национальном 
правительстве 
2) an organization of people with 
particular political beliefs which 
competes in elections to try to win 
positions in local or national 
government  
b) группа людей, вовлеченных в 
коллективную деятельность 
3) an association of people having the 
same political aims 
c) ассоциация людей, имеющих 
одинаковые политические цели 
4) a group of people who are involved 
in an activity together 
d) политическая организация, члены 
которой имеют одинаковые цели и 
убеждения 
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2. Соотнесите английские слова и фразы с их русскими эквивалентами 
1) a left-wing party a) партийный лидер 
2) a right-wing party b) партийная система 
3) a center party c) двухпартийная система 
4) a party leader d) партия, находящаяся у власти 
5) a party system e) политика партии 
6) a party member f) партийное лидерство 
7) a party in power g) центральная партия 
8) an opposition party h) второстепенные партии  
9) party politics j) оппозиционная партия 
10) party leadership k) левая партия 
11) major parties l) главные партии 
12) minor parties m) многопартийная система 
13) a one-party system n) член партии 
14)a  two-party system o) однопартийная система 
15) a multi-party system p) правая партия 
 
 
3. Прочитайте текст, данный ниже и ответьте на поставленный в 
заголовке вопрос. Обратите внимание на слова, данные после текста 
Why do we need Political Parties? 
Political parties are essential to provide voters with a free choice between 
options. They help to organize public opinion on national matters, they provide a 
permanent link between Parliament and the electors and they provide stability and 
cohesion in Parliament. 
To provide - обеспечивать 
Voter - избиратель 
National matter – государственный вопрос 
Cohesion - слоченность 
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4. Просмотрите текст Which Political Parties do We have in the United 
Kingdom? и назовите партии, которые существуют в Великобритании на 
сегодняшний день 
WHICH POLITICAL PARTIES DO WE HAVE  
IN THE UNITED KINGDOM? 
The Westminster Parliament has traditionally been dominated by the two-
party system, with two main parties forming the Government and Official 
Opposition. Over the years these have been Whigs and Tories, Liberals and 
Conservatives and, since the development of the Labour party since the beginning 
of the twentieth century, Labour and Conservatives.  A number of other smaller 
parties and, occasionally independent candidates, also win seats in Parliament. 
 
Major parties 
The Conservative Party, centre-right to right-wing (traditionally right-wing)  
The Labour Party, centre-left to centre (traditionally centre-left) 
  
Co-operative Party (all Co-operative Party MPs are also Labour MPs as part of a 
long-standing electoral agreement) 
Liberal Democrats, centre-left (traditionally centrist)  
 
 
Minor Parties 
Parties with representation in the House of Commons 
Scottish National Party 
  
Plaid Cymru 
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Ulster Unionist Party 
Democratic Unionist Party 
Sinn Féin (do not take seats as they do not take an oath of allegiance)  
Social Democratic and Labour Party 
 
5. Прочитайте и запомните слова и фразы из текста Political Parties in 
Great Britain. Постройте предложения с данной лексикой 
Vocabulary 
A rotation of power – очередность власти 
An incumbent party – главенствующая партия 
Autocratic/dictatorial power – самодержавная / диктаторская власть 
Political arrogance – политическое высокомерие 
Political rivalry – политическое соперничество 
Reversal – отмена  
To be banned by law – быть запрещенным законом 
To become complacent – становиться самодовольным 
To carry out government policy – осуществлять правительственную политику 
To have some impact in a state's political life – оказывать влияние на 
политическую жизнь страны 
To interact with one another – находиться во взаимодействии друг с другом 
To overshadow – затмевать 
To promote political moderation – способствовать/содействовать политической 
умеренности  
To shape society through policies – формировать общество по средством 
политики 
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6. Прочитайте и переведите текст Political Parties in Great Britain 
 
POLITICAL PARTIES IN GREAT BRITAIN 
Political parties dominate politics in Britain. Within Great Britain the party 
system essentially means the way the political parties of the day interact with one 
another within the politically competitive nature of Westminster and beyond. 
A number of different types of party systems have been identified: 
One-party system: One party cannot produce any other system other than 
autocratic/dictatorial power. One of the more common features of a one-party state 
is that the position of the ruling party is guaranteed in a constitution and all forms 
of political opposition are banned by law. The ruling party controls all aspects of 
life within that state.  
Two-party system: as the title indicates, this is a state in which just two 
parties dominate. Other parties might exist but they have little to political 
importance. A rotation of power is expected in this system.  
The two-party system presents the voter with a simple choice and its 
adhearents argue that the system promotes political moderation as the incumbent 
party must be able to appeal to the ‘floating voters’ within that country. Those who 
do not support the system claim that it leads to unnecessary policy reversals when 
a party loses an election, as the newly elected government seeks to impose its 
‘mark’ on the country that has just elected it to power. Such sweeping reversals, 
detractors claim, cannot benefit the state in the short and long term. 
The multi-party system: as the title suggests, this is a system where more 
than two parties have some impact on a state’s political life. Though the Labour 
Party has a very healthy majority in Westminster, its power in Scotland is 
reasonably well balanced by the power of the SNP (Scots Nationalist Party); in 
Wales within the devolutionary structure, it is balanced by Plaid Cymru; in 
Northern Ireland by the various Unionist groups and Sein Fein.  
Within Westminster, the Tories and the Liberal Democrats provide a healthy 
political rivalry. Sartori defines a multi-party system as one in which no party can 
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guarantee an absolute majority. In theory, the Labour Party, regardless of its 
current parliamentary majority, could lose the next general election in Britain in 
2006. Even its current majority of 167 cannot guarantee electoral victory in the 
future.  
Dominant-party system: this is different from a one-party system. A party is 
quite capable within the political structure of a state, to become so dominant that 
victory at elections is considered a formality. This was the case under the 
Conservative governments of Margaret Thatcher and John Major. For 18 years 
(1979 to 1997), one party dominated politics in Britain.   
During an extended stay in power, a dominant party can shape society 
through its policies. During the Thatcher era, health care, education, the state 
ownership of industry, etc., were all massively changed and reshaped. Society 
changed as a result of these political changes and this can only be done by a party 
having an extended stay in office.  
Other features of a dominant system are: 
The party in power becomes complacent and sees that its position in power 
is ‘guaranteed’. Such political arrogance is seen as one of the reasons for the 
public’s overwhelming rejection of the Conservatives in 1997. 
The difference between the party in power and the state loses its distinction. 
When both appear to merge, an unhealthy relationship develops whereby the 
state’s machinery of carrying out government policy is seen as being done 
automatically while senior state officials are rewarded by the party in power. This 
scenario overshadowed the Thatcher governments when the Civil Service was seen 
as a mere rubber stamp of government policy what it was told while senior Civil 
Servants were suitably rewarded in the Honours lists.  
An era of a dominant party is also an era when opposition parties are in total 
disarray. This was true during the Conservative’s domination of Great Britain in 
the 1980’s. Once the Labour Party started to strengthen in the 1990’s and internal 
problems were resolved, the whole issue of a dominant party was threatened 
leading to the defeat of the Conservatives in 1997. 
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7. Ответьте на вопросы по тексту 
1) What does the party system mean within Great Britain?  
2) What are the features of a one-party system?  
3) In a two-party state only two parties can exist, can't they?  
4) What do those who don't support the two-party system claim?  
5) What political parties of Great Britain do you know?  
6) Can any party guarantee an absolute majority in a multi-party system? 
7) What is the difference between a dominant-party system and one-party system?  
8)  What party dominated politics in Great Britain for 18 years?  
9) Can you name the features of the dominant system?  
10) What party system does Great Britain have now? 
8. Прочитайте текст Political Parties in Great Britain еще раз. Определите, 
какое из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов   
 T F 
1. One-party system can produce only dictatorial power.   
2. In a state with a two-party system one two parties can exist.   
3. Great Britain has a multiparty system with the majority of the 
Liberal Democrats in Westminster. 
  
4. In a dominant-party system the position of the party in power 
becomes “quaranteed”. 
  
5. In a dominant-party system opposition parties are in confused and 
lack of organization. 
  
 
9. Завершите предложения информацией из текста 
1) The main function of the party in a one-party system is ………  
2) Those who are opposed to the two-party system claim that ………  
3) The leading party in England is well balanced ………  
4) During an extended stay in power, a dominant party can change ………  
5) The features of the dominant party are ……… 
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10. Прочитайте текст и заполните пропуски в тексте The Labour Party 
словами и выражениями из рамки 
Opposition   leadership    two-party   system    government    centre-left   power  
Prime Minister     policies    wage     business 
 
THE LABOUR PARTY 
Great Britain's party system is regarded as the model ___1___. This is 
because ever since the end of the war in 1945, only two parties, the Conservative 
Party and the Labour Party, have held ___2___. The leader of Labour is Gordon 
Brown, who serves as the current Parliament's ___3___; the leader of the 
Conservatives is David Cameron, who serves as the Leader of Her Majesty's Loyal 
___4___ (Opposition Leader). Obviously, if the next election were to swing seats 
to the Tories, Cameron becomes Prime Minister. 
The Labour Party is a political party in the United Kingdom. Founded at the 
start of the 20th century, it has been since the 1920s the principal party of the 
___5___ in Great Britain. It grew out of the trade union movement and socialist 
political parties and continues to describe itself as a party of democratic socialism. 
Since the mid-1980s, under the ___6___ of Neil 
Kinnock, John Smith and Tony Blair the party has moved away from its traditional 
socialist position towards what is often described as the “Third Way” adopting 
some free market ___7___. 
Blair himself has described New Labour's political position as a "Third 
Way". The current Labour ___8___ have brought in policies such as introducing a 
minimum___9___ and increasing the spending on the NHS and education. It also 
has been credited with reducing the gap between the rich and poor.  
 36
The 2008 Labour Party Conference, for some, represented closer ties with 
big business and away from workers as Gordon Brown  proclaimed 
"we are, we always have been and we always will be a pro ___10___ government". 
 
11. Прочитайте текст The Conservative Party и переведите на 
английский язык слова и фразы, данные в скобках 
THE CONSERVATIVE PARTY 
The Conservative Party is a (1. политическая партия) in the United 
Kingdom. Founded in its present form during the early 19th century, it has 
historically been the principal party of the (2. правые), though in the modern day 
the party and its (3. избиратели) are more associated with the centre-right. It is the 
most successful political party in British history in terms of election victories. 
The Conservative Party is descended from the historic Tory Party which was 
(4. основана) 1678. Due to this lineage the party is still often referred to as the 
Tory Party. As well as the more correct description of Conservatives, its members 
are also called Tories. The Conservative Party was in (5. правительстве) for two-
thirds of the twentieth century, but it has been in opposition in Parliament since 
losing the 1997 (6. выборы) to the Labour Party. 
Currently the Conservatives are the largest (7. оппозиционная партия) in 
the United Kingdom and form Her Majesty's Loyal Opposition in the Parliament of 
the United Kingdom. The Conservative Party is the second largest political party in 
the United Kingdom in terms of sitting (8. члены парламента) the largest in terms 
of public membership, and the largest in terms of sitting councillors in local 
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government. The current party leader is David Cameron, who 
acts as the (9. лидер оппозиции) and heads (10. теневого кабинета). 
 
12. Соотнесите английские слова и выражения с их русскими 
эквивалентами 
1) a merger a) выборная палата 
2) to seek a reform b) низкие и средние доходы 
3) electoral system c) слияние 
4) current system d) распространение газов, 
вызывающих парниковый эффект 
5) personal affair e) нынешняя система 
6) to cut the level of taxation f) ценности сторонников борьбы за 
окружающую среду 
7) low and middle incomes g) стремиться к реформе 
8) multilateral foreign policy h) избирательная реформа 
9) withdrawal of troops i) вывод войск 
10) environmentalist values j) избирательная система 
11) greenhouse gas emissions k) многосторонняя внешняя 
политика 
12) electoral reform l) личное дело 
13) representation m) представительство 
14) elected chamber n) снизить уровень 
налогообложения 
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13. Прочитайте текст The Liberal Democrats и сделайте его письменный 
перевод, используя лексику упражнения 11 
THE LIBERAL DEMOCRATS 
The Liberal Democrats, often shortened to Lib Dems, a party formed by the 
merger of the former Liberal Party and Social Democratic Party in 1988, is the 
third largest party in the British parliament. It seeks a reform of the electoral 
system to address the disproportionate dominance of the two main parties that 
results from the current system. 
Promoting social liberalism, Lib Dems seek to minimise state intervention in 
personal affairs. The party wants to cut the level of taxation for people with low 
and middle incomes. They support multilateral foreign policy; they opposed British 
participation in the War in Iraq and support withdrawal of troops from the country, 
and are the most pro-European of the three main parties in the UK. The party has 
strong environmentalist values – favouring renewable energy and commitments to 
deeper cuts in greenhouse gas emissions. Since their foundation, Lib Dems have 
advocated electoral reform to use proportional representation, replacing the House 
of Lords with an elected chamber, and cutting government departments. 
     
14. Прочитайте текст упражнения 13 еще раз и дайте его краткое 
изложение по следующей схеме  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
5. Thus we learn from the text (about) that… 
 
15.  Используйте слово в конце каждой строки текста, чтобы образовать 
слово, которое подходит по смыслу  
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PLAID CYMRU 
  Ieuan Wyn Jones (Party Leader since 2006 and AM Group leader) 
Plaid Cymru is a (1) ………… party in Wales. It was formed 
in  
POLICY 
1925 and won its first seat in 1966.   
Plaid Cymru has five stated aims  
9 To promote the (2) ………… advancement of Wales with a  CONSTITUTE 
view to attaining (3) ………… for Wales within the European 
Union. 
INDEPENDENT
9 To ensure (4) ………… prosperity, social justice and the  ECONOMY 
health of the natural (5) …………, based on decentralist 
socialism. 
ENVIRON 
9 To build a national community based on equal (6) ………,  CITIZEN 
respect for (7) ………… traditions and cultures and the equal  DIFFER 
worth of all individuals, whatever their race, (8) ………… ,  NATION 
gender, colour, creed, sexuality, age, (9) …………. or social 
background. 
ABLE 
9 To create a bilingual society by promoting the (10) ………  REVIVE 
of the Welsh language.  
9 To promote Wales's (11) ………. to the global community  CONTRIBUTE 
and to attain (12) ………… of the United Nations. MEMBER 
] 
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PART 2 
 
 
 
CIVIL SERVICE 
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UNIT 1  
THE HISTORY OF CIVIL SERVICE 
  
 
1.   Соотнесите каждое определение, данное на английском языке с его 
русским переводом. Отметьте галочкой (V) то определение службы 
(service), которое кажется вам наиболее подходящим 
Service is…… 
1) the state of being a servant a) работа или обязанность 
выполненная для кого-либо 
2) one's position of being a servant b) действие или работа, выполненные 
для кого-либо 
3) a work or duty done for someone с) положение, должность служащего 
4) an act or job done for someone d) положение служащего 
 
2. Соотнесите английские слова и выражения с их русскими 
эквивалентами 
1) administrative service a) профессиональная служба 
2) appointive service b) государственная служба 
3) career service c) дипломатическая служба 
4) civil service d) почетная (неоплачиваемая) служба 
5) diplomatic service e) внештатная служба, служба по 
совместительству 
6) honorary service f) служба в административном учреждении 
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7) life service g) общественная служба 
8) national service h) государственная гражданская служба 
9) part-time service i) служба по назначению 
10) public service j) пожизненная служба 
11) royal service k) королевская служба 
 
3. Прочитайте и запомните слова и фразы из текста The History of Civil 
Service. Постройте предложения с данной лексикой  
 
Vocabulary  
A judgement of a superior – решение начальника (вышестоящего) 
An accusation of undue influence – обвинение в чрезмерном влиянии 
Civil official – гражданский служащий, чиновник 
Decline – упадок, ухудшение 
Execution of service – исполнение службы 
Implementation of law – применение закона 
Merit examination – экзамен с учетом достоинств экзаменуемого 
Perks – приработок 
Precede – предшествовать 
Principality – княжество 
Recruitment – наем на работу 
Staff – штат служащих 
To apply for a transfer – обращаться с просьбой о переводе 
To erode – разъедать 
To promote an official – повышать чиновника в должности 
 
4. Прочитайте и переведите текст The History of Civil Service. Выберите 
правильный ответ на вопросы данные после текста (из a, b, c)  
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THE HISTORY OF CIVIL SERVICE 
The use of competitive examinations to select civil officials was begun in 
China during the Han dynasty (206 BC – 220 AD). In the West, however, selection 
of civil administrators and staff on the basis of merit examinations is a later 
development. The Roman Empire, for example, seems to have recruited and 
promoted officials largely on the basis of custom and the judgment of superiors. 
The establishment of the modern civil service is closely associated with the 
decline of feudalism and the growth of nation states that were centrally governed. 
In Prussia, as early as the mid-17th Century, Frederick William, Elector of 
Brandenburg, created an efficient civil administration staffed by civil servants 
chosen on a competitive basis. In France similar reforms preceded the Revolution 
and were the basis for the Napoleonic reforms that transformed the royal service 
into the civil service. Development of a professional civil service came several 
decades later in Great Britain and the United States, who both separately 
established the notion of a politically independent civil service in the mid to late 
19th Century. 
In the 1990s, many civil service departments became agencies, e.g., 
Information Technology Services Agency (ITSA) and Defence Evaluation and 
Research Agency (DERA). It was a Conservative idea whereby the old 
departments, which were all controlled centrally, were allowed to do their own 
thing. This meant that different agencies could have different pay scales and 
recruitment practices. It also meant that they could start doing work with/for the 
private sector as well as government departments. In the old department-based 
service, if you wanted to change jobs you could apply for a transfer to anywhere in 
the civil service. So one week you could be getting abuse from a benefit claimant 
in Sheffield and the next you could be counting sheep in Cornwall. Now, because 
the agencies are all independent, you can only apply for a job in the same agency. 
What it also allowed the agencies to do was outsource a lot of their work to private 
companies. This led to a strange situation where former colleagues could not buy 
each other a drink without declaring it in a hospitality log to avoid accusations of 
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undue influence. At the time these changes were deeply unpopular. It was seen as 
the start of a process whereby all the perks of working in the civil service e.g., job 
security, decent pension, flexible working practices (which were compensation for 
the comparatively low salary) were slowly being eroded but without any increase 
in pay. The reforms were in departments which weren't directly involved with 
drawing up legislation (i.e., the Department of Trade and Industry), but to 
departments which concerned the implementation of law or the execution of 
services. 
Since the devolution of power over Scotland, Northern Ireland and Wales in 
the late nineties, civil service departments in each area now have a greater degree 
of responsibility and no longer report to ministers in Whitehall, but ministers in 
each principality. Therefore, the civil service isn't as centralized as it used to be, 
except over certain matters, such as defence, which is still controlled by 
Westminster. 
 
1) Where was the use of competitive examinations to select civil officials begun? 
a) China 
b) the West 
c) the Roman Empire 
2) What is the establishment of the modern civil service associated with? 
a) decline of slavery 
b) decline of feudalism 
c) decline of national states 
3) What departments did the reforms in Great Britain touch upon? 
a) agencies 
b) civil service departments 
c) government departments 
4) In what European country was civil service established first? 
a) Great Britain 
b) The USA 
 45
c) France 
5) Where is the civil service centralized? 
a) defence 
b) prosecution 
c) investigation 
 
5. Прочитайте текст The History of Civil Service еще раз и выберете то 
значение слова, в котором оно используется в контексте 
1) development 
a. развитие 
b. достижение 
c. вопрос 
2) officials 
a. чиновники 
b.официальные лица 
c. руководители 
3) pay scales 
a. разница в оплате 
b. такса оплаты 
c. платные услуги 
4) decent pension 
a. пенсионный фонд 
b. приличная пенсия 
c.маленькая пенсия 
5) to outsource 
a. отдавать, передавать 
b. навязать 
c. исполнять 
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6. Прочитайте текст The History of Civil Service еще раз. Определите 
какое из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов   
 T F 
1) In the Roman Empire civil service was based on traditions.   
2) The establishment of the modern civil service is closely 
associated with reforms. 
  
3) Since the 1990s a lot of civil service departments have 
different pay scales and recruitment practices. 
  
4) Civil servants can apply for a job in the same agency.   
5) Civil service departments report to ministers in Whitehall.   
 
7. Письменно ответьте на вопросы к тексту The History of Civil Service  
1) How did the Roman Empire recruit and promote officials?  
2) How could a civil servant change a job?  
3) Is the civil service in Great Britain centralized?  
4) What criteria of selecting civil servants do you like most?  
5) Why did a lot of civil services become agencies?  
6) Is civil service in Russia centralized? 
 
8. Прочитайте и озаглавьте текст, данный ниже. Выпишите незнакомые 
слова и переведите их на русский язык 
 
…………………………………. 
 
The United Kingdom Civil Service in 2008 is still recognisably the product 
of the Northcote-Trevelyan Report of the nineteenth century (laid before 
Parliament on 23rd November 1853). But it is still also recognisably a service that 
Sir Edward Bridges would understand, one that the Fulton committee changed and 
not altogether unaffected by the work of Derek Rayner and Peter Kemp. If one 
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could take a usage from the world of the European Community, there are a certain 
number of acquis britanniques - six principles - which we can identify. 
They are as follows: 
1. Political Neutrality  
2. Appointment and promotion on Merit  
3. Permanence (in the sense that elections do not determine the holders of senior 
posts)  
4. Administrative experience and management technique applied to the practical 
skill of policy advice  
5. Awareness of value for money and propriety in its use  
6. A sense of public service alongside the constitutional imperative of being 
servants of the Crown.  
Each wave of reform has contributed to this evolved approach. Any further 
reforms can build upon a readiness to evolve further. 
And what are the lessons for any new Government wishing to further 
reshape that service? 
The complacency and slackness, the pride and prejudice, the waste and 
inefficiency that have all at various times been seen as vices have been largely 
eliminated by Liberal, Conservative and Labour governments. They have used 
three main techniques or models: 
• Model One: the "hit-squad" supported from the very top of government by the 
Prime Minister of the day tasked with limited objectives in defined time and led by 
outsiders but employing insiders who know how the system works, and resulting in 
small but cumulative action;  
• Model Two: the fundamental, longer-term and academically-grounded review 
by a commission able to give consensual, culturally-influential advice;  
• Model Three: the small team, containing political will and administrative skill, 
not bound to give direct practical output nor to agree its conclusions with a wide 
body of opinion but able to speak forcefully - as truth to power - of what the 
problem is and what is to be done about it.  
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Broadly speaking, these have been the successful techniques used 
respectively in the late 20th century by the Conservative Governments of Margaret 
Thatcher and John Major; in modern times by the Labour Government of Harold 
Wilson; and in Victorian times by the Liberal Government of W.E. Gladstone. 
Their purest examples are, in turn, the Next Steps Project Team, the Fulton 
Committee and the Northcote-Trevelyan Report. 
Of them all that the work of Northcote-Trevelyan - Model Three - has been 
more influential than almost any other state paper produced anywhere in the 
western world.  
 
9. Прочитайте текст упражнения 8 еще раз и дайте его краткое 
изложение по следующей схеме:  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
5. The last part informs us about… 
6. Thus we learn from the text (about) that… 
 
10. Прочитайте текст Civil Service и заполните пропуски в тексте словам, 
данными в рамке 
Prime Minister       established     establishment     ministers    offices  
developed       secretary      employees      created        support 
 
CIVIL SERVICE 
Сivil service – administrative ___1___ for carrying on the work of 
government. In the UK, the modern service was ___2___ between 1780 and 1870, 
as the weight of parliamentary business became too heavy for ___3___ to attend to 
both policy-making and departmental administration. The Treasury got its first 
permanent ___4___ in 1805, the Colonial Office a permanent official in 1825. The 
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two main divisions of the civil service are the Home and Diplomatic services. 
Since 1968 the civil service has been controlled by the ___5___ (as minister of the 
civil service), but day-to-day management is undertaken by the Lord Privy Seal. In 
1981 the Secretary to the Cabinet was made Head of the Home Civil Service. In 
1996 the Senior Civil Service was ___6___. The UK civil service has grown away 
from its centre in Whitehall, London, and now has many regional ___7___. In 
1998, there were 180 permanent civil servants in the UK. In the USA, the civil 
service evolved from the ineffective ‘spoils system’ (1828) ___8___ during 
Andrew Jackson's presidency, whereby posts were given as rewards for political 
___9___. This system remained in place until the Pendleton Act (1883) created the 
Civil Service Commission. The Commission created a merit system, and following 
the Hatch Acts (1939, 1940), federal ___10___ can no longer play an active role in 
party politics. 
        
11. Прочитайте и переведите текст The History of Civil Service in the United 
States, изучив лексику, данную после текста 
 
THE HISTORY OF CIVIL SERVICE 
IN THE UNITED STATES 
During the nineteenth century, civil service was based on the Spoils System. 
The Spoils System (patronage) is the policy of giving government jobs to political 
party workers who have supported a victorious candidate. The practice began 
during Thomas Jefferson presidency. At the height of patronage every 
administration was marked by massive removals of officials working for the 
departing administration. As a matter of fact, political sympathy and partisan 
activity were required as a condition of appointment. Eventually the Spoils System 
was associated with corruption and a reform came about. A Rhode Island 
Representative by the name of Thomas Jenckes introduced reform legislation to 
Congress in 1865, but it was not approved. Demands for reform increased after the 
political scandals of the Grant administration. 
 50
In 1871, George Curtis organized the Civil Service Reform League. That 
eventually led to more people recognizing the need for reform, and then came the 
Pendleton Act. The Pendleton Act of 1883 was the first comprehensive national 
reform program. The Act established the United States Civil Service Commission. 
This act classified that government jobs were now being applied for and given to 
those whose abilities fit the best position.  
This act classified certain jobs, removed them from the patronage ranks, and 
once again established the Civil Service Commission to administer a system based 
on merit rather than political connections. 
The Senate also allowed the applicants to enter a federal position above the 
lowest level. 
The Pendleton Act (Civil Service Act) also accelerated politics and 
administration. President Jimmy Carter abolished the Civil Service Commission 
and divided its functions among the Merit Systems Protection Board, the Office of 
Special Counsel, and the Office of Personnel Management. 
The Office of Personnel Management is responsible for administering a 
nationwide merit system for federal employment, recruitment, exams and training.  
Modern civil service not only refers to federal administrators but also a set 
of standards by which they are selected. Now, civil service commissions are also 
bound by civil rights and affirmative action laws. 
The Civil rights Act of 1965 enacted by Lyndon Johnson made companies 
hire and promote minorities. 
Now, the federal government prohibits discrimination by any employer 
based on sex, religion, national origin, age, race, and disability. There are three 
commissioners appointed by the mayor, city manager or board of county 
commissioners, and the appointed are not subject to confirmation.  
At the time of appointment, no more than two of the commissioners may be 
of the same political party.  
The duties of modern civil service commissions include: making rules for 
operation of the civil service system that are consistent with state laws; giving 
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practical tests to determine the capability of persons examined to perform duties of 
the position sought; conducting investigations and preparation of reports, hearing 
and determining appeals or complaints, record keeping and approve of payrolls. 
Civil service commissions provide for, develop, and hold competitive tests 
to determine relative qualifications of candidates and, as a result of the testing 
process, prepare eligibility tests. They also recruit, hire, suspend, and dismiss 
employees. The most important duty is to conduct competitive exams to determine 
merit, efficiency, and fitness. 
 
Vocabulary  
A victorious candidate – кандидат, победивший на выборах 
Accelerated –  ускоренный 
Appointment – назначение 
Commissioner – член комиссии, мировой судья (в ряде штатов США) 
Comprehensive national reform program – обстоятельная, всеобъемлющая 
программа национальной реформы 
Demand for smth – требование чего-либо 
Eligibility – право на избрание, право на занятие должности 
Merit – заслуга, достоинство 
Partisan activity – узкопартийная деятельность 
Payroll – платежная ведомость  
Recruitment – набор новых служащих, пополнение 
Removal – смещение, устранение 
Spoils System – "система добычи", передача государственных должностей 
сторонникам партии, победившим на выборах (США) 
To be approved – быть одобренным 
To be associated with smth– ассоциироваться с чем-либо 
To come about – происходить, случаться 
To conduct investigation – проводить расследование 
To enact – вводить закон 
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To fit – соответствовать, подходить 
To hear and determine appeals or complaints – заслушивать и решать апелляции 
или жалобы 
To hire – нанимать 
To keep records – вести записи 
To prepare reports – готовить отчеты, доклады 
To refer – относиться, иметь отношение 
 
 12. Завершите предложения информацией из текста 
1) The practice of giving government jobs to political party workers who have 
supported a victorious candidate began ……… 
2) The organization of the Civil Service Reform League led to ………  
3) The Pendleton Act of 1883 classified ………  
4) President Jimmy Carter divided the functions of the Civil Service Commission 
………  
5) The Civil rights Act of 1965 made ……… 
 
 13. Ответьте письменно на следующие вопросы 
1) What was civil service based on during the nineteenth century?   
2) What is the Spoils System?  
3) What was required as a condition of appointment during the Thomas Jefferson 
presidency?   
4) When was the Civil Service Reform League organized?   
5) What was the Pendleton Act of 1883 about?  
6) What is the Office of Personnel Management responsible for?  
7) What discrimination is prohibited by the federal government?  
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14. Используйте слово в конце каждой строчки, чтобы образовать слово, 
которое подходит по смыслу  
The first use of (1) ……… to select civil officials was in  EXAM 
China during the Han dynasty (206 B.C.E. – 220 C.E.). In   
the west, the (2) ……… of civil administrators based on  SELECT 
merit did not begin until the rise of (3) ………states  NATION 
(4) ………the feudal order. In the mid-17th century,  PLACE 
Prussia instituted a civil service on a (5) ……… basis.  COMPETE 
Similar (6)……… followed in France, where they became  FORM 
the (7) ……… for the Napoleonic reforms at the  BASE 
(8) ……… of the 19th century. In the English- speaking   BEGIN 
world, (9) ……… civil service rules came even later. COMPETE 
In the United States, the first Civil Service (10) ………  COMMIT 
was (11) ……… Congress in 1871, but it only lasted a  ESTABLISH 
few years. The first civil service reform (12) ……… was ASSOCIATE 
in New York City in 1877, and in 1883 New York City and   
Brooklyn became the first cities in the nation to adopt   
civil Service (13) ………. The national civil service  REGULATE 
(14) ……… was inspired by the New York examples, and MOVE 
the 1883 Pendleton Act reestablished a (15) ……… Civil  FEDERATE 
Service Commission, and this one lasted.  
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UNIT 2  
THE CIVIL SERVICE TODAY 
 
1. Прочитайте и запомните слова и фразы из текста The Civil Service in 
Britain. Постройте предложения с данной лексикой 
Vocabulary  
A failure – неудача, провал 
Constituency – избирательный округ 
Hierarchical – иерархический 
Jeopardize – подвергать опасности, рисковать 
Layer – слой пласт 
Legitimately – законно 
Mainstream  – основное направление, главная линия 
Pertinent – имеющий отношение, относящийся к делу 
Promotion – продвижение 
To apply for – обращаться за (работой) 
To call upon – вызвать, апеллировать; приглашать высказаться 
To split into – дробить, делить на части 
To stand for – быть кандидатом, баллотироваться 
To take credit – ставить себе в заслугу что-либо 
To take the blame – брать вину 
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2. Соотнесите английские слова и выражения с их русскими 
эквивалентами 
1) Home Civil Service a) должностное лицо исполнительной 
власти 
2) Principal Private Secretary b) служба безопасности 
3) Cabinet Secretary c) внутренняя гражданская служба 
4) Security Service d) постоянный заместитель министра 
5) Administrative Assistant e) должностное лицо исполнительной 
власти, занимающее более высокое 
положение 
6) Administrative Officer f) помощник начальника по 
административной части 
7) Executive Officer g) секретарь кабинета министров 
8) Higher Executive Officer h) сотрудник административного органа 
9) Senior Executive Officer i) старшее должностное лицо с 
исполнительными функциями 
 
3. Прочитайте и переведите текст The Civil Service in Britain. Выберите 
правильный ответ для утверждений, данных после текста (из a, b, c) 
               THE CIVIL SERVICE IN BRITAIN           
The Civil Service executes government decisions and therefore plays a vital 
part in British Politics. The Civil Service currently employs about 500,000 
workers. It is split into a number of departments attached to a government 
department. A Cabinet minister heads one of these departments and those civil 
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servants within that department are meant to work for that minister in carrying out 
government policy. This specific role is very important as a government minister is 
a working MP and has been elected by the voters in his/her constituency. Civil 
servants are not elected; they apply for a post in the Civil Service and any 
promotion within the Civil Service is dependent upon decisions made within the 
Civil Service itself - not by the electorate. 
The Civil Service in Britain is very hierarchical. At the top are the 
Permanent Secretaries and the so-called 'mandarins'. These hold the most senior 
positions in the Civil Service.  
Their tasks are many and varied. They advise ministers on policies pertinent 
to their departments. They prepare policy papers and speeches for ministers, they 
deal with a minister's correspondence and help to prepare him/her for questions 
that might arise in the House of Commons. In addition to other tasks they maintain 
a minister's official diary and minute meetings. 
The next layer down is the permanent career official who works within a 
government department and carries out government policies. As with all civil 
servants, these people are meant to be neutral in a professional sense. They might 
have their own political views, but these must not be allowed to interfere or 
jeopardise their work. In theory, this level should not have policy making powers, 
but they might be called upon to give advice if it is thought that their knowledge on 
a topic is sufficiently expert. This layer of civil servant will be very knowledgeable 
about issues such as costs, technical problems involved in some aspects of a 
proposed government policy, etc. Such expertise is called upon and ministers 
might legitimately ask such people to give input even if they are non-elected 
persons. If a civil servant does give input to a government decision regarding 
policy, he/she remains anonymous. If the policy is a success, the minister takes the 
credit, if it is a failure, the minister takes the blame.  
While the civil servant works for the department (and therefore the 
government) that he/she is in, there are a number of legally enforceable restrictions 
placed on all civil servants.  
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Civil servants can vote in elections, but while they are a member of the Civil 
Service, they cannot stand for a political office. 
All civil servants are bound by the Official Secrets Act, and they may not 
speak to the media or write about their experiences without permission. What is 
made available to the media/public comes from the government alone.  Senior civil 
servants must not be politically active. 
Civil servants must not be members of extreme left or right wing political 
parties - though they can be members of mainstream parties. 
Some civil servants in sensitive posts (such as in the Defence Ministry) can have 
their private lives investigated by the Security Services. 
 
1) The Civil Service is split into ……………. 
a) agencies; 
b) departments; 
c) constituencies 
2) Promotion within the Civil Service depends on the decisions of ………… 
a) Prime Minister 
b) Civil Service 
c) Electorate 
3) The most senior positions in the Civil Service are held by ………… 
a) Permanent Secretaries 
b) "mandarins" 
c) Principal Private Secretaries 
4) ………… are very knowledgeable about some aspects of government policy. 
a) Cabinet Secretaries 
b) Administrative Assistants 
c) Permanent career officials 
5) Civil Servants can be members of ………… 
a) left wing political parties 
b) right wing political parties 
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c) mainstream parties 
  
4. Прочитайте текст The Civil Service in Britain еще раз. Определите какое 
из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов 
 T F 
1. Civil Servants carry out government policy.   
2.The Permanent Secretaries hold the most senior positions in the 
Civil Service. 
  
3. The so-called “mandarins” are knowledgeable about costs and 
technical problems involved in some aspects of government 
policy. 
  
4. Civil Servants can vote and stand for a political office.   
5. Civil servants can be members of any political party.   
 
5. Прочитайте текст The Civil Service in Britain еще раз и письменно 
ответьте на следующие вопросы 
1) Why do Civil Servants play a vital part in British Politics?  
2) Who works for the Cabinet Ministers carrying out government policy?  
3) What are the functions of the Permanent Secretaries?  
4) What can Permanent Career Officials do and what they can't do?  
5) What restrictions do civil servants have? 
 
6. Прочитайте текст People in the Civil Service и заполните пропуски  
словами из рамки  
 
undergo       governmental departments      spot      Permanent Secretaries  
ensure    vetting     access     execution      upgraded      sending out      staff  
Cabinet Secretary      Principal Private Secretary      deal with     
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PEOPLE IN THE CIVIL SERVICE 
 
Who is a Civil Servant in the UK? 
When the term 'civil servant' is used, it generally means people that work in 
___1___ up delegated legislation or advising government ministers on what 
decisions to take, and to ___2___ that ministers' decisions are implemented. Civil 
servants also ensure that the ___ 3___ of public services (i.e. handing out army kits 
or ___4___ and checking tax returns) is efficient.  
The Top Positions within the Civil Service 
The number one ___5___ in the civil service, is 'Head of the UK Home Civil 
Service'. The current head at the time of writing is Sir Andrew Turnbull. Currently 
this post is combined with that of the ___6___ and then there are the various 
___7___ for each governmental department below the Cabinet Secretary. Other 
posts within the civil service are ___8___ , Ambassador, Information Officer, etc. 
The Minister for the Civil Service is the Prime Minister. 
Ranks in the Civil Service 
Formerly, the run-down for the Civil Service would have been as follows: 
• Administrative Assistant - Lowest of the low, although the numbers in this 
grade are slowly going down and most permanent staff are being ___9___ to 
Administrative Officer. 
• Administrative Officer - Whenever you ___10___ the civil service, (e.g. 
Benefits Office), your first point of contact will usually be an Administrative 
Officer. They keep the Civil Service running. 
• Executive Officer - This is considered to be the first management grade. An 
Executive Officer may be responsible for a number of Administrative Offices, but 
in some departments an Executive Office would be the standard grade for 
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___11___. Further up are the Higher Executive Officer and Senior Executive 
Officer. 
You then have the very senior management grades, ranging right up to the 
Head of the Civil Service.  
Security Clearance 
All Crown Servants (the proper name to describe all Civil Servants) 
___12___ some kind of vetting. Initially it is what is called 'negative vetting'. That 
means: checking the accuracy of statements made on job applications and checking 
police criminal records.  
Depending on the job you are doing, positive ___13___ may take place. This 
is something else. It takes about six months to complete and your past history is 
gone into in great detail. The level of 'negative vetting' was stepped up after the 
discovery of a number of serious security breaches in the 1950s and '60s. 
The principal is that negative vetting gives you casual ___14___ to the 
information classified as 'secret' and above. Positive vetting gives you constant and 
regular access to secret and above, with the principal of 'need to know' applied. 
prepare all the papers. 5) He is unlikely to work in his department. 
 
7. Прочитайте текст Civil Service in the USA и переведите на английский 
язык слова и выражения, данные в скобках 
 
              CIVIL SERVICE IN THE USA               
As a part of the nation's largest, most stable employer, the (1. федеральное 
правительство), the U.S. Department of State is the lead foreign affairs agency 
responsible for formulating, representing and implementing U.S. foreign policy 
overseas. 
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Civil Service (2. служащие) at the U.S. Department of State help transform 
societies into stronger democracies and full partners in the (3. международное 
сообщество) while experiencing extraordinary careers as they work in the 
Department's Washington, D.C. headquarters, or other cities located throughout the 
United States. To meet the challenges of the 21st century — and beyond — we 
need intelligent, (4. творческий) creative, strategic-thinking, adventurous 
individuals who can bring their academic knowledge, professional and (5. личный 
опыт), cultural awareness and appreciation, and dedication to improving the world 
in which we live. 
In turn, we offer some of the most innovative and meaningful work in the 
world. The U.S. Department of State provides career (6. возможности) that are 
comparable in overall compensation to those in the private sector, and provides 
exceptional healthcare (7. пособия) and educational and personal development 
programs, along with adaptable and (8. гибкий) work schedules. We offer seven 
different (9. категории) of opportunities for you to consider, all of which allow 
you to be directly involved with challenging issues that result in productive 
changes in our society. 
From improving trade opportunities for U.S. businesses to helping American 
couples (10. усыновлять детей) from overseas, to monitoring human rights issues, 
to providing management supervision, you can make a difference by working in 
one of the following areas: 
• Business Management /Finance/ Economics/Accounting  
• Engineering  
• Foreign Affairs and International Policy and Operations  
• Human Resources/Information Technology/Legal  
• International and Domestic Security  
• Office Support Professionals  
• Senior Executive Service  
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A career in the Civil Service is a unique opportunity to represent America to 
the world. There are hundreds of job opportunities available that allow you to 
make a difference in our global society.  
 
8. Прочитайте текст упражнения 7 еще раз и дайте его краткое 
изложение по следующей схеме  
1.  The title of the text is… 
2.  It deals with… 
3.  The first part of the text is devoted to… 
4.  The second part tells us (about) that… 
5.  The last part informs us about… 
6.  Thus we learn from the text (about) that… 
 
9. Прочитайте текст Civil Service in Russia. Определите какое из 
утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов 
     CIVIL SERVICE IN RUSSIA 
The nature and status of any civil service is highly dependent on the identity 
and cohesiveness of the state and the peculiarities of its political system. The 
Russian state and nation are in deep crisis. Evidence is easily found in any sphere 
of the country's economic, political and social life.  
As an integral part of the establishment the Russian civil service suffers 
from this uncertain political situation, as well as an unsettled constitutional order 
and system of governance, economic chaos and the authoritarian tendencies of the 
ruling elite. The Soviet past continues to implican current practices.  
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The reform of the civil service necessitated by the profound transformation 
of the former Soviet Union has been so far confined to a set of limited changes of 
the administrative system and regulatory framework. A comprehensive in-depth 
programme of reform of the Russian civil service has never been officially 
formulated. Apart from evident deideologization of the system, changes introduced 
appear to have been more cosmetic than real in terms of practical results. Civil 
service practices are still based on those inherited from the Soviet period. 
Moreover, many "old Party cadres" returned and at present make up a high 
proportion of the administrative elite. The Russian civil service continues to be 
bureaucratic in spirit and action, highly responsive to the ruling elite and virtually 
unaccountable to the public, whilst preserving considerable policy making ability 
of its own. 
In view of the overall situation in the country, the issues of legitimacy and 
performance of the Russian civil service have recently acquired critical 
importance. A paradoxical situation has emerged. The restructuring of the Russian 
economy and resolution of urgent social and political problems need billions of 
dollars, and genuine and transparent civil service reform. 
The future agenda of in-depth reform of the Russian civil service should 
comprise measures aimed at streamlining its institutional role, enhancing its 
accountability and efficiency, transparency and responsiveness, political neutrality, 
adherence to the rule of law, "denomenklaturisation" and introduction of modern 
management techniques.  
The classification of the Russian CSS poses certain difficulties in view of 
the transitional stage of the country's institutional development, unstable political 
and economic environment, underdeveloped nature of the civil service itself and 
failure to design and implement a coherent strategy of reform.  
The present day reality in Russia and in most developing countries have 
many similarities (such as unstable political and economic conditionsand an 
underdeveloped civil services). 
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The following variables of the Russian CSS have been identified: Relation 
to the political regime -majority party responsive (presidential variant); 
Socioeconomic context - mixed; Focus for personnel management - ministry-by-
ministry; Qualification requirements for civil service membership - bureaucratic 
determination; Sense of mission - cooperation (dominant).  
Civil services in the majority of the former republics of the USSR function 
in an identical environment and possess common properties. Some of the 
characteristics typical of these systems are: pseudodemocratic practices of 
governance and representation, growing weakness of state and government 
institutions, civil service reforms either delayed or launched, but achieving no real 
changes in practice, a persisting domination by the soviet nomenklatura heritage, 
extremely unfavourable economic conditions, a considerable level of alienation of 
citizens towards the state and government apparatus and a general trend towards 
bureaucratic usurpation of political power by an administrative elite.  
The comparative research of different countries is undoubtedly innovative in 
its character and deserves continued international support and appreciation. 
  
 T F 
1) The evidence of crisis in Russia can be found in economic, 
political and social life. 
  
2) Civil service practices are based on the administrative system 
of the former USSR. 
  
3) The Russian civil service is bureaucratic.   
4) Russia needs transparent civil service reform.   
5) Former republics of the USSR have some characteristics 
typical of their system. 
  
 
 
 
 
 65
10. Прочитайте текст и заполните пропуски подходящим по значению 
словом справа, изменив его с помощью суффиксов  
Of the world's civil services, the most outstanding is still the 
British, extremely ___1___ because of  its extensive 
 
POWER 
grants of power from Parliament, and its reputation for absolute 
___2___.  
 
HONEST 
A Civil Service Commission and the ___3___of a system  BEGIN 
of competitive examinations were ___4___ in Great Britain  ESTABLISH 
in 1855, and the influential Whitley Councils, representing both 
___5___  employees and administrators in questions  
 
GOVERN 
dealing with service conditions, were set up after World War II. 
British civil servants are ___6___ excluded from politics. 
STRICT 
 
 
11. Создайте две рабочие группы. Выберите карточку для своей группы. 
Прочитайте вопросы, заданные в ней и обсудите ответы. Представьте 
вашу точку зрения. 
Card 1 
Does national, state, county, or city government offer the greatest opportunities for 
service? For advancement or the individual worker? What are some advantages 
and disadvantages of civil service? 
 
Card 2  
Does career service for government employees tend to create “bureaucrats”? Does 
private enterprise have its “bureaucrats”? Should public employees be encouraged 
to get private experience and then re-enter-government service? In what ways do 
you think civil service could be improved? 
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UNIT 3 
CIVIL SERVICE CODE  
 
1. Соотнесите определение, данное на английском языке с его русским 
переводом. Отметьте галочкой (V) то определение кодекса (code), 
которое кажется вам наиболее подходящим 
Code is…… 
1) a system of words, letters, symbols, 
etc used for secret messages or for 
recording information briefly 
a) система законов и правил, 
организованных в систему 
2 )a set of laws or rules arranged in a 
system 
b) свод правил, которые принимаются 
как общие принципы 
3) a set of moral principles accepted 
by society or a group of people 
с) система слов, букв, символов и т.д., 
используемые для секретных 
сообщений или записи информации 
кратко 
4) a set of rules which are accepted as 
general principles 
d) свод моральных принципов, 
принятых обществом или группой 
людей 
 
2. Соотнесите английские слова и выражения с их русскими 
эквивалентами 
1) civil code a) трудовой кодекс 
2) criminal code b) кодекс чести 
3) labour code c) уголовный кодекс 
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4) secret official code d) процессуальный кодекс 
5) code of honour e) кодекс гражданской службы 
6) code of practice f) гражданский кодекс 
7) code of civil service g) секретный государственный код 
 
3. Просмотрите текст Current Civil Service Code of Great Britain (Brief 
Summary) и ответьте на вопросы. Воспользуйтесь переводом слов, 
дынных после текста   
1. What are the main duties set out by the Code? 
2. What should civil servants behave like? 
 
CURRENT CIVIL SERVICE CODE OF GREAT BRITAIN  
(BRIEF SUMMARY) 
The Civil Service Code sets out the constitutional framework within which 
all civil servants work and the values they are expected to uphold. It is modelled on 
a draft originally put forward by the House of Commons Treasury and Civil 
Service Select Committee. It came into force on 1 January 1996, and forms part of 
the terms and conditions of employment of every civil servant. It was revised on 13 
May 1999 to take account of devolution to Scotland and Wales. 
1. The constitutional and practical role of the Civil Service is, with 
integrity, honesty, impartiality and objectivity, to assist the duly constituted 
Government of the United Kingdom, the Scottish Executive or the National 
Assembly for Wales1 constituted in accordance with the Scotland and Government 
of Wales Acts 1998, whatever their political complexion, in formulating their 
policies, carrying out decisions and in administering public services for which they 
are responsible.  
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2. Civil servants are servants of the Crown. Constitutionally, all the 
Administrations form part of the Crown and, subject to the provisions of this Code, 
civil servants owes their loyalty to the Administrations in which they serve.  
This Code should be seen in the context of the duties and responsibilities set 
out for UK Ministers in the Ministerial Code, or in equivalent documents drawn up 
for Ministers of the Scottish Executive or for the National Assembly for Wales, 
which include:  
o accountability to Parliament or, for Assembly Secretaries, to the National 
Assembly;  
o the duty to give Parliament or the Assembly and the public as full 
information as possible about their policies, decisions and actions, and not to 
deceive or knowingly mislead them;  
o the duty not to use public resources for party political purposes, to uphold 
the political impartiality of the Civil Service, and not to ask civil servants to act in 
any way which would conflict with the Civil Service Code;  
o the duty to give fair consideration and due weight to informed and 
impartial advice from civil servants, as well as to other considerations and advice, 
in reaching decisions; and  
o the duty to comply with the law, including international law and treaty 
obligations, and to uphold the administration of justice; 
o  Together with the duty to familiarise themselves with the contents of this 
Code. 
3.6 Civil servants should serve their Administration in accordance with 
the principles set out in this Code.  
4  Civil servants should conduct themselves with integrity, impartiality and 
honesty. They should give honest and impartial advice to the Minister or, as the 
case may be, to the Assembly Secretaries and the National Assembly as a body or 
to the office holder in charge of their department, without fear or favour, and make 
all information relevant to a decision available to them. They should not deceive or 
knowingly mislead Ministers, Parliament, the National Assembly or the public.  
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5  Civil servants should endeavour to deal with the affairs of the public 
sympathetically, efficiently, promptly and without bias or maladministration.  
6  Civil servants should endeavour to ensure the proper, effective and 
efficient use of public money.  
7  Civil servants should not misuse their official position or information 
acquired in the course of their official duties to further their private interests or 
those of others. They should not receive benefits of any kind from a third party 
which might reasonably be seen to compromise their personal judgement or 
integrity.  
8  Civil servants should conduct themselves in such a way as to deserve and 
retain the confidence of Ministers or Assembly Secretaries and the National 
Assembly as a body, and to be able to establish the same relationship with those 
whom they may be required to serve in some future Administration. They should 
comply with restrictions on their political activities. The conduct of civil servants 
should be such that Ministers, Assembly Secretaries and the National Assembly as 
a body, and potential future holders of these positions can be sure that confidence 
can be freely given, and that the Civil Service will conscientiously fulfil its duties 
and obligations to, and impartially assist, advise and carry out the lawful policies 
of the duly constituted Administrations.  
9  Civil servants should not without authority disclose official information 
which has been communicated in confidence within the Administration, or 
received in confidence from others. Nothing in the Code should be taken as 
overriding existing statutory or common law obligations to keep confidential, or to 
disclose, certain information. They should not seek to frustrate or influence the 
policies, decisions or actions of Ministers, Assembly Secretaries or the National 
Assembly as a body by the unauthorised, improper or premature disclosure outside 
the Administration of any information to which they have had access as civil 
servants.  
10  Where a civil servant believes he or she is being required to act in a 
way which:  
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10.6 is illegal, improper, or unethical;  
10.7 is in breach of constitutional convention or a professional code;  
10.8 may involve possible maladministration; or  
10.9 is otherwise inconsistent with this Code;  
He or she should report the matter in accordance with procedures laid down 
in the appropriate guidance or rules of conduct for their department or 
Administration. A civil servant should also report to the appropriate authorities 
evidence of criminal or unlawful activity by others and may also report in 
accordance with the relevant procedures if he or she becomes aware of other 
breaches of this Code or is required to act in a way which, for him or her, raises a 
fundamental issue of conscience.  
11 Where a civil servant has reported a matter covered in paragraph 11 in 
accordance with the relevant procedures and believes that the response does not 
represent a reasonable response to the grounds of his or her concern, he or she may 
report the matter in writing to the Office of the Civil Service Commissioners.  
12 Civil servants should not seek to frustrate the policies, decisions or 
actions of the Administrations by declining to take, or abstaining from, action 
which flows from decisions by Ministers, Assembly Secretaries or the National 
Assembly as a body.  
Where a matter cannot be resolved by the procedures set out in paragraphs 
11 and 12 above, on a basis which the civil servant concerned is able to accept, he 
or she should either carry out his or her instructions, or resign from the Civil 
Service. Civil servants should continue to observe their duties of confidentiality 
after they have left Crown employment.  
 
Vocabulary  
To set out a constitutional framework – утверждать, описывать 
конституционную структуру (конституционные пределы) 
To come into force – вступать в силу 
To revise – пересматривать, изменять 
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To uphold – поддерживать, удовлетворять  
To owe the loyalty to smb – быть должным соблюдать лояльность по 
отношению к кому-либо 
To be drawn up – быть составленным, оформленным  
Accountability  – подотчетность   
To deceive – обманывать, намеренно вводить в заблуждение 
To comply with a law – соответствовать закону 
Relevant to smth– имеющий отношение к чему-либо  
To endeavour – предпринимать, пытаться 
Maladministration – недобросовестное ведение дел 
To carry out the lawful policy – осуществлять законную политику 
To disclose official information – раскрывать, сообщать официальную 
информацию 
To frustrate – расстраивать (планы), делать тщетным 
Premature disclosure – преждевременное обнаружение, раскрытие, 
объявление, сообщение 
To become aware of a breach – стать осведомленным о нарушении 
To abstain from – воздерживаться от чего-либо 
специальный комитет государственной гражданской службы 
Treasury – казначейство, министерство финансов 
 
4. Прочитайте текст Current Civil Service Code of Great Britain (Brief 
Summary) еще раз и ответьте на вопросы данные ниже 
1) What is the Civil Servant Code modelled on? 
2) Why was the Civil Servant Code revised in 1999? 
3) When did the Civil Servant Code come into force? 
4) What is the constitutional and practical role of the Civil Service? 
5) The civil servant should comply with the law and uphold the administration of 
justice, shouldn't they? 
6) What should not civil servants do? 
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7) How should civil servants conduct themselves? 
8) When should a civil servant report to the authorities evidence of criminal and 
unlawful activity? 
9) Should civil servants continue to observe their duties of confidentiality after 
they have left Crown employment? 
 
5. Прочитайте и запомните слова и фразы данные ниже. Постройте 
предложения с данной лексикой  
 
Vocabulary 
Bedrock – основные принципы 
Breach of the Code – нарушение кодекса 
Corporate service – корпоративная служба 
Diversity – многообразие, разновидность 
Impartiality – беспристрастность, справедливость 
Integrity – честность 
Objectivity – объективность 
Pace – темп 
Passion – энтузиазм 
Pride – гордость 
To adhere – придерживаться, оставаться верным чему-либо 
To be essential – быть существенным 
To get excited – волноваться 
To consider complaints – рассматривать жалобы  
To elicit – выявлять 
To ensure – обеспечивать, гарантировать 
To inspire – вдохновлять 
To lift standards – поднимать стандарты 
To live up to – жить согласно (принципам и т.д.), быть достойным чего-либо 
To make sure – гарантировать 
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To promote culture –содействовать распространению, развитию культуры 
To win the trust – завоевывать доверие 
Values –ценности  
 
6. Прочитайте текст Values of Civil Service and its Code и ответьте на 
вопросы данные ниже 
1. What are the values of Civil Service? 
2. What does the new code really mean? 
 
VALUES OF CIVIL SERVICE AND ITS CODE  
 
A new Civil Service Code was published on 6 June 2006. It makes clear that 
the Civil Service must be outward–facing and meet the needs of the public who 
fund and use its services. 
The new Code is the result of work between the Government and the Civil 
Service Commissioners, and a detailed consultation that elicited over 2,000 
responses from civil servants across a broad range of grades, departments, 
disciplines and regions. 
The code sets out the duties and responsibilities and the values that are 
common to all civil servants wherever they might work and whatever grade they 
are.  
  Civil Service Head Sir Gus O'Donnell said: 
‘Our traditional values of integrity, objectivity, impartiality and honesty are 
our bedrock. They are just as important today as when they were first developed 
and are essential to everything we do, whether it's policy, delivery or corporate 
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services. They need to be expressed clearly in a way which is relevant to all our 
staff. 
‘We need to ensure we live up to these values. And I want all civil servants 
to reflect some additional qualities in everything we do. These bring the dynamism 
needed to deliver 21st century public services. So as well as these traditional 
values, we need pace, pride, passion and professionalism.’ 
It is about the high standards of behaviour expected from all civil servants. 
Importantly, it strengthens the framework for policing the Code by proposing that 
the Civil Service Commissioners can, if they choose, consider complaints about 
breaches of the Code. It shows that the Civil Service wants to make sure that it 
does all in its power to keep public confidence in its 
values and standards.  
The new Code is designed to be useful 
guidance for real-life situations and to be much more 
user-friendly for all civil servants. It should also 
connect with civil servants so they are aware that it 
is an explicit part of their employment contract. 
The code is just a beginning, not an end to the 
values of the civil service. The new code signals an 
outward-facing civil service, frequently delivering with and through others in the 
rest of the public sector, and with the voluntary and private sectors, all of whom 
are key partners. 
The Code signals to the citizens who fund and use public services that civil 
servants know they expect the best from them and that it is the duty of every civil 
servant to strive to meet their expectations. In practice that means that civil 
servants must adhere to their traditional values, but recognise that on their own 
they are not enough to meet the new challenges. 
 
 
 
 
Yes, Minister 
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7. Прочитайте текст Values of Civil Service and its Code. Определите 
какое из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов   
 T F 
1) The code sets out the duties, responsibilities and values that 
are common to all civil servants. 
  
2) The Civil Service Commissioners consider complaints about 
breaches of the Code. 
  
3) Traditional values of integrity, objectivity, impartiality and 
honesty are not essential nowadays. 
  
4) Today Civil Servants live to new values.   
5) Civil Servants recognize that traditional values are not 
enough to meet the new challenges. 
  
 
8. Повторите слова и выражения задания 5. Прочитайте взгляд 
руководителя службы гражданских служащих Великобритании 
 на основные ценности гражданской службы и 
переведите на английский язык слова и выражения, данные в скобках 
 
CORE VALUES OF THE CIVIL SERVICE 
(Gus' vision)  
Our core values are honesty, (1. объективность), integrity and (2. 
беспристрастность). But we need a vision to bring those (3. ценности) to life. 
My vision is for a civil service that exudes (4. гордость), pace, (5. 
энтузиазм) and professionalism – the Four Ps as I call them – that together can 
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keep the civil service relevant and effective, the people the Ministers turn to for (6. 
совет) and action. 
I also believe in a civil service that works with and through others. We don't 
have a monopoly on advice or service provision – indeed, as a large bureaucracy 
we are sometimes not the best people to reach out to and (7. завоевать доверие) of 
disadvantaged people. As such I really value our relationships with (8. местные 
органы власти), government agencies and the voluntary and (9. частные 
сектора). In our complex world today we all sink or swim together. But back to 
the Four Ps ... 
Pride 
As civil servants we should be proud of the additions we make to British 
life. Thinking back to the day London won the Olympics against the odds, makes 
me realize just how much we can achieve in the civil service – working with others 
– to (10. вдохновлять) and create.  
Passion 
I want civil servants to care about their work and the people they (11. 
служить). Being passionate about the amazing jobs civil servants are tasked with 
is (12. существенный) to doing them well. In fact we should all be inspired by our 
noble aims and tasks. If you can't (13. волноваться) about ending child poverty – 
what can you get excited about? We also need a culture that values passion in order 
to keep attracting the most talented people to work for us. I believe you can be 
passionate without being partial. 
Pace 
We are becoming a slightly smaller civil service and we have an obligation 
to provide value for money in return to the public whose taxes make our work 
possible. My vision is for a civil service that gets on with the job as quickly as it 
can.  
Professionalism  
There isn't a single civil servant that wants to deliver a second rate service, 
but we need to (14. поддерживать штат служащих) in that desire. That's why we 
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have programmes like Professional Skills for Government in place to lift our 
standards and promote a culture that values lifelong learning. 
And binding all the elements of this vision is my belief in a diverse civil 
service. I put a premium on (15. разнообразие) and want the civil service to 
remain a role model for diversity – in all the senses of the concept. We are ahead 
of most organisations, but we have much more to do. By diversity I mean a range 
of experiences and perspectives from people of different backgrounds. Having this 
diverse workforce means we deliver better work and reflect the society we exist to 
serve. 
 
9. Прочитайте текст Diversity и  заполните пропуски в тексте словами и 
выражениями из рамки 
DIVERSITY 
civil servants       diversity     appointment     values      civil service       ensure  
jobs       private sector           
 
Part of that effort is increasing ___1___ in the Civil Service. Diversity is 
more than a moral imperative — it is also a business imperative. On both counts, 
diversity matters. 
 Allan Leighton (the chairman of the Royal Mail) 
has overseen some fascinating research demonstrating that diversity has added 
£32bn to the bottom line of the 113 members of the 'Race for Opportunity' alliance 
he heads. 
The ___2___ already does much better than the ___3___ on diversity, with, 
for example, three times as many women in senior leadership posts -  29.1% 
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compared to 9%. Diversity is about getting the best people in the right ___4___: 
bringing in and bringing on talented people from a wide range of backgrounds. 
The Civil Service is rightly proud of its tradition of fair, open competition 
and ___5___ on merit, but it hasn't yet achieved sufficient diversity in top jobs. 
There is no skirting around that fact. By improving diversity the talent pool is 
broadened and greater insight is gained into the society being served. 
The Civil Service, and ___6___, need strong and clearly articulated values 
to believe in, ones they can be proud to uphold. Without that sense of purpose it is 
much harder to deliver anything that is asked of them. This is a fast changing 
world. We need strong ___7___ and stronger capability to deliver if we are to 
___8___ the sort of dynamism that will keep the Civil Service strong and relevant 
in the 21st century. 
 
10. Прочитайте текст A New Civil Service Code и завершите предложения 
информацией из текста  
                                 A NEW CIVIL SERVICE CODE                
Civil Service Values 
1. The Civil Service is an integral and key part of the government of the United 
Kingdom. It supports the Government of the day in developing and implementing 
its policies, and in delivering public services. Civil servants are accountable to 
Ministers, who in turn are accountable to Parliament.  
2. As a civil servant, you are appointed on merit on the basis of fair and open 
competition and are expected to carry out your role with dedication and a 
commitment to the Civil Service and its core values: integrity, honesty, objectivity 
and impartiality. In this Code:  
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o ‘integrity’ is putting the obligations of public service above your own 
personal interests;  
o ‘honesty’ is being truthful and open;  
o ‘objectivity’ is basing your advice and decisions on rigorous analysis of 
the evidence; and  
o ‘impartiality’ is acting solely according to the merits of the case and 
serving equally well Governments of different political persuasions.  
3. These core values support good government and ensure the achievement of the 
highest possible standards in all that the Civil Service does. This in turn helps the 
Civil Service to gain and retain the respect of Ministers, Parliament, the public and 
its customers.  
4. This Code sets out the standards of behaviour expected of you and all other 
civil servants. These are based on the core values. Individual departments may also 
have their own separate mission and values statements based on the core values, 
including the standards of behaviour expected of you when you deal with your 
colleagues.  
Standards of Behaviour 
Integrity 
5. You must:  
o fulfil your duties and obligations responsibly;  
o always act in a way that is professional4 and that deserves and retains the 
confidence of all those with whom you have dealings;  
o make sure public money and other resources are used properly and 
efficiently;  
o deal with the public and their affairs fairly, efficiently, promptly, 
effectively and sensitively, to the best of your ability;  
o handle information as openly as possible within the legal framework;   
o comply with the law and uphold the administration of justice.  
6. You must not:  
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o misuse your official position, for example by using information acquired 
in the course of your official duties to further your private interests or those 
of others;  
o accept gifts or hospitality or receive other benefits from anyone which 
might reasonably be seen to compromise your personal judgement or 
integrity;   
o disclose official information without authority. This duty continues to 
apply after you leave the Civil Service.  
Honesty 
7. You must:  
o set out the facts and relevant issues truthfully, and correct any errors as 
soon as possible;  
o use resources only for the authorised public purposes for which they are 
provided.  
8. You must not:  
o deceive or knowingly mislead Ministers, Parliament or others;   
o be influenced by improper pressures from others or the prospect of 
personal gain.  
Objectivity 
9. You must:  
o provide information and advice, including advice to Ministers, on the 
basis of the evidence, and accurately present the options and facts;  
o take decisions on the merits of the case;   
o take due account of expert and professional advice.  
10. You must not:  
o ignore inconvenient facts or relevant considerations when providing 
advice or making decisions; or  
o frustrate the implementation of policies once decisions are taken by 
declining to take, or abstaining from, action which flows from those 
decisions.  
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Impartiality 
11. You must:  
o carry out your responsibilities in a way that is fair, just and equitable and 
reflects the Civil Service commitment to equality and diversity.  
12. You must not:  
o act in a way that unjustifiably favours or discriminates against particular 
individuals or interests.  
Political Impartiality 
13. You must:  
o serve the Government, whatever its political persuasion, to the best of 
your ability in a way which maintains political impartiality and is in line 
with the requirements of this Code, no matter what your own political 
beliefs are;  
o act in a way which deserves and retains the confidence of Ministers, 
while at the same time ensuring that you will be able to establish the same 
relationship with those whom you may be required to serve in some future 
Government; and  
o comply with any restrictions that have been laid down on your political 
activities.  
14. You must not:  
o act in a way that is determined by party political considerations, or use 
official resources for party political purposes; or  
o allow your personal political views to determine any advice you give or 
your actions.  
Rights and responsibilities 
15. Your department or agency has a duty to make you aware of this Code and its 
values. If you believe that you are being required to act in a way which conflicts 
with this Code, your department or agency must consider your concern, and make 
sure that you are not penalised for raising it.  
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16. If you have a concern, you should start by talking to your line manager or 
someone else in your line management chain. If for any reason you would find this 
difficult, you should raise the matter with your department's nominated officers 
who have been appointed to advise staff on the Code.  
17. If you become aware of actions by others which you believe conflict with this 
Code you should report this to your line manager or someone else in your line 
management chain; alternatively you may wish to seek advice from your 
nominated officer. You should report evidence of criminal or unlawful activity to 
the police or other appropriate authorities.  
18. If you have raised a matter covered in paragraphs 15 to 17, in accordance with 
the relevant procedures, and do not receive what you consider to be a reasonable 
response, you may report the matter to the Civil Service Commissioners. The 
Commissioners will also consider taking a complaint direct.  
If the matter cannot be resolved using the procedures set out above, and you feel 
you cannot carry out the instructions you have been given, you will have to resign 
from the Civil Service. 
19. This Code is part of the contractual relationship between you and your 
employer. It sets out the high standards of behaviour expected of you which follow 
from your position in public and national life as a civil servant. You can take pride 
in living up to these values.  
 
1) The Civil Service supports the Government in ……… 
2) A civil servant is expected to ……… 
3) The core values of Civil Service are ……… 
4) Values statements based on the core values, including ……… 
5) Standard of behavior include ……… 
6) Impartiality means that a civil servant must ……… 
7) If a civil servant believes that he is required to act in a way which conflicts with 
this Civil Service Code, ………. 
8) The Civil Service Code is part of the contractual relationship between ……… 
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11. Прочитайте и переведите текст Civil Service Code of Standards and 
Behaviour с помощью словаря. Ответьте на вопросы, заданные в тексте. 
 
THE CIVIL SERVICE CODE OF  
STANDARDS AND BEHAVIOUR 
 
What is the Civil Service Code of Standards and Behaviour? 
The Civil Service Code of Standards and Behaviour applies to civil servants 
and sets out the main principles which govern the behaviour of staff in a 
modernised Civil Service. It underpins the existing rules in many areas and 
introduces new rules governing gifts, hospitality and the acceptance of 
appointments outside the civil service. 
 
Why do we need a Code? 
Firstly, some of the existing rules governing standards and behaviour are 
contained in circulars that date back to the early years of the State. Some of those 
circulars are written in language that is not very intelligible to the modern reader. 
While not superseding the existing circulars, the Code sets out the main principles, 
standards and values for the Civil Service. 
The Sub-Committee of the Public Accounts Committee, in its first report in 
relation to DIRT, recommended that the Department of Finance report back to the 
PAC on proposals to avoid any conflict of interest where officials leave the Civil 
Service to take up employment in the private sector. This matter is dealt with in 
sections 20 and 21 of the draft Code. 
Finally, Section 10 of the Standards in Public Office Act 2001 provides for 
codes of conduct to be drawn up to guide the operations of members of the 
Oireachtas, Office Holders and other public service employees. This Code meets 
that obligation in respect of civil servants. 
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Who does the Code apply to? 
The Code applies to all civil servants. However, the provisions in relation to 
civil servants and politics do not apply to the posts of Government Press Secretary, 
Assistant Government Press Secretary, and all Ministerial and Attorney General 
Private Office staff holding temporary unestablished positions and whose tenure is 
coterminous with that of the relevant Minister/Attorney General (e.g. personal 
assistants, special advisers, personal secretaries in offices of Ministers and civilian 
drivers of Ministers of State). 
 
What types of issues does the Code cover? 
The main features of the Code are set out below. 
• Civil servants must be impartial in the performance of their duties. 
• Civil servants are not permitted to stand for general or European elections. 
However, some civil servants (those in the craft and state industrial related grades 
and those in the clerical grades who have been given permission) are free to 
engage in political activity and stand for local elections.  
• Civil servants must respect the constraints of the law. 
• Under the Freedom of Information Acts 1997 to 2003, members of the public 
have a legal right to information held by Government departments and other public 
bodies. However, the requirement under the Official Secrets Act 1963 that civil 
servants avoid improper disclosure of information gained in the course of their 
work still applies.  
• Civil servants must maintain high standards of service in all of their dealings 
with the public.  
• Civil servants who are convicted of criminal offences, or given the benefit of 
the Probation Act when tried for a criminal offence, must report that fact to their 
Personnel Officer. 
• Civil servants are required to attend at work as required and comply with the 
terms of sick leave regulations. 
• Civil servants are required to have due regard for State resources. 
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• Civil servants should show due respect to their colleagues and respect their 
beliefs and values.  
• The use of their official positions by civil servants to benefit themselves or 
others with whom they have personal or business ties is forbidden. Civil servants 
are also forbidden to seek to influence decisions on matters pertaining to their 
official positions other than through established procedures. 
• Civil servants may not engage in outside business or activity which would in 
any way conflict with the interests of their Departments/Offices or impair them in 
carrying out their duties. 
• Civil servants who occupy “designated” positions for the purposes of the Ethics 
in Public Office Acts have certain statutory obligations in relation to disclosure of 
interests. These obligations are additional to any obligations imposed by the Code.  
• The receipt of gifts by civil servants from those with whom they have official 
dealings must be governed by the highest standards. Departments are required to 
apply the rules contained in the Code on the receipt of gifts or to make local rules. 
• Within the general framework of guidelines set out in the Code, every care must 
be taken to ensure that (a) any acceptance of hospitality does not influence, or is 
not seen to influence, the discharging of official functions and (b) that there are 
clear and appropriate standards in place which have been notified to all staff in 
relation to payment for work on behalf of outside bodies. 
• Civil servants must not seek contracts with government departments or offices 
for supply of goods or services whether for their own benefit or for the benefit of 
any company with which they may have an involvement in a private capacity. 
• Civil servants who hold positions which are “designated” positions for the 
purposes of the Ethics in Public Office Acts shall not, within twelve months of 
resigning or retiring, accept an appointment, or particular consultancy project, 
where the Civil Servant concerned believes that the nature and terms of such 
appointment could lead to a conflict of interest or the perception of such, without 
first obtaining the approval of the Outside Appointments Board (in the case of 
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officers at and above Assistant Secretary level) or senior management (in the case 
of officers below Assistant Secretary level) as appropriate.  
  
Does the Code form part of civil servants’ terms and conditions of 
employment? 
Yes. All circulars covering Personnel or Human Resource matters that are issued 
by the Department of Finance, on the direction of the Minister, form part of civil 
servants’ conditions of employment.  
 
Will civil servants be the only public servants covered by a Code?  
No. The Standards in Public Office Act 2001 provides for the development by the 
Government, the Commission or the Minister for Finance, of codes of conduct 
which will apply to Ministers, members of the Oireachtas and employees of public 
bodies respectively. It is likely that this Code will act as a template for other codes 
which may be introduced.  
 
12. Прочитайте текст упражнения 10 еще раз и дайте его краткое 
изложение по следующей схеме  
1. The title of the text is… 
2.  It deals with… 
3.  The first part of the text is devoted to… 
4.  The second part tells us (about) that… 
5.  The last part informs us about… 
6.  Thus we learn from the text (about) that… 
 
 
 
 
13. Прочитайте текст The Code of Ethics and Conduct of Civil servants и 
заполните пропуски подходящим по значению словом справа, изменив 
его с помощью суффиксов 
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CODE OF ETHICS AND CONDUCT OF CIVIL SERVANTS 
This code is intended to determine the norms of ethics and   
conduct that public ___1___ have to observe, to help them in  EMPLOY 
fulfilling these norms and educating the citizens what ___2___  BEHAVE 
they might face from civil servants.  
This Code determines the main rules of ___3___ service of  
 
CONSCIENCE
civil servants ___4___ them to perform their  official duties PROVIDE 
on very high ___5___  level in realization of government’s  PROFESSION 
goals and functions to guarantee ___6___ of state agencies…. EFFECT 
The main terms used in this Code are the ___7___: FOLLOW 
Conflict of interests –arises from a situation in which the   
public official has a private interest which is such as to   
influence, or appear to influence, the impartial and ___8___  OBJECT 
performance of his or her official duties.  
Official conduct – legal ___9___ of responsibilities entitled to  IMPLEMENT 
civil servant and also ___10___ his official duties. FULFILL 
Personal Interest – any privilages or advantages for civil  
servants, their families, relatives, as well as for juridical or   
physical persons that are in business or political ___11___  with  RELATION 
him. This term also includes any ___12___ and civil obligations FINANCE 
that civil servant undertakes.  
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14.  Подумайте и 
попытайтесь ответить на вопрос, представленный на картинке. 
Используйте следующие фразы: 
o Personally I think that … 
o In my opinion …. 
o My view is that …. 
o As far as I am able to judge …. 
o On the one hand, on the other hand …. 
 
15. Создайте рабочую группу из 3-4 человек и разработайте свой 
собственный этический кодекс  
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PART 3 
 
 
I AM  
A CIVIL SERVANT 
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UNIT 1 
WORKING FOR THE CIVIL SERVICE 
 
 
1. Прочитайте и запомните слова и фразы из текста Sir Gus J’Donnell, 
Cabinet Secretary and Head of the Home Civil Service. Постройте 
предложения с данной лексикой 
Vocabulary 
A fair and decent environment – честная, беспристрастная и достойная среда 
And the world bank- всемирный банк 
Building close relationships-установление тесных взаимоотношений 
Commitment - преданность 
Evidence-based policy- доказательная политика 
Honesty and integrity- честность и порядочность 
The international monetary fund –международный валютный фонд 
The most socially excluded adults –зд. Наиболее социально опасные подростки 
To be accountable for ensuring – быть ответственным за обеспечение 
To carry out their roles- выполнять свои обязанности (роли) 
To join – зд. Поступить на службу 
To meet the needs –отвечать потребностям 
To strengthen –укреплять, усиливать 
 
2. Прочитайте и переведите текст, в котором руководитель гражданской 
службы Великобритании рассказывает о своих должностных 
обязанностях 
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SIR GUS O’DONNELL, CABINET SECRETARY 
 AND HEAD OF THE HOME CIVIL SERVICE 
 
MY ROLE 
I have three roles: 
Cabinet Secretary 
I have overall responsibility for ensuring that the Civil Service provides 
effective and efficient support to the Prime Minister and the Government. This 
involves building close relationships with the Prime Minister in particular and the 
Cabinet. 
Head of the Civil Service 
I am accountable for ensuring that the Civil Service is equipped with the 
skills and capability to meet the challenges it faces everyday and that civil servants 
work in a fair and decent environment. 
There are half a million civil servants and the vast majority work outside 
London. That is why I spend a lot of time travelling around the UK visiting Civil 
Servants to hear about the jobs they are doing any barriers they might face to carry 
out their roles. 
I chair the Permanent Secretary Management Group and the Civil Service 
Steering Board which are the main governing bodies of the Civil Service.  
Permanent Secretary of the Cabinet Office 
I am also Permanent Secretary of the Cabinet Office whose main purpose is 
'making government work better'. The staff in Downing Street are also part of the 
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Cabinet Office. The aims of the Cabinet Office are to support the Prime Minister 
and Cabinet, and strengthen the Civil Service. One example of this is that we are 
the lead department charged with ensuring that the most socially excluded adults 
are offered the chance to get back on a path to a successful life. This is typical of 
Cabinet Office work as it requires us to work across Government departments and 
in partnership with local authorities and the private, charitable and voluntary 
sectors.  
MY BACKGROUND 
I went to a state school in Battersea and then studied economics at the 
University of Warwick and Nuffield College, Oxford. I had four highly enjoyable 
years lecturing in economics at the University of Glasgow before joining the 
Government Economic Service in 1979. I started my Civil Service career at the 
Treasury but have also worked as a diplomat in the Embassy in Washington and as 
Press Secretary to the Chancellor and Prime Minister (1990 - 94). I have also 
represented the UK on the boards of the International Monetary Fund and the 
World Bank. I became Cabinet Secretary in summer 2005 having been Permanent 
Secretary to the Treasury before that.  
I hope my career shows that specialists can do well in the Civil Service and 
that we offer a variety of career paths 
CAREER HIGHLIGHT 
I am really proud to have been on the team that did the 5-tests assessment of 
whether we should join the Euro. It is a good example of evidence-based policy. 
But my proudest moment was presenting the prize for the first Civil Servant of the 
Year to Sorwar Ahmed from the Pension Service. His commitment and 
professionalism reminded me of why I am proud to be Head of the Civil Service 
and remain passionate about our role in making Government work better for all our 
citizens. 
LLOKING FORWARD 
I want to make the Civil Service respected throughout the country for our 
honesty and integrity coupled with our ability to deliver services effectively and 
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efficiently. This means building a professional, diverse and flexible Civil Service 
that meets the needs of our increasingly diverse society. 
 
3. Ответьте на вопросы к тексту 
1) What is Gus O’Donnell? 
2) What are his roles?  
3) What duties does he have as the Cabinet Secretary? 
4) What is he responsible as the Head of the Civil Service? 
5) Why is he proud to be Head of the Civil Service? 
6) What is he in charge of as the Permanent Secretary of the Cabinet   Office? 
7) What is his educational background? 
8) What kind of Civil Service does he want to have? 
 
4. Прочитайте и запомните слова и фразы из текста Civil Service Executive 
Officer. Постройте предложения с данной лексикой 
Vocabulary 
An executive officer – должностное письмо с исполнительными функциями; 
должностное лицо исполнительной власти 
Applying complex laws and procedures – применение  запутанных законов и 
процедур  
Cash and payments – наличность и выплаты 
Deal with more complex enquiries or complaints – работать с более сложными 
запросами и жалобами 
Delivering services to the public – предоставление услуг населению 
Department – отдел, департамент 
Experience of customer service – опыт работы с посетителями  
Filling in an application form – заполнение заявления 
In writing or in person – в письменной форме или при личной беседе 
Liaising with staff – поддержание связи с персоналом 
Local government – органы местного самоуправления 
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Processing benefit payments – начисление льгот, дополнительных   выплат 
Producing and sending letters – написание и отправка писем 
To carry out general clerical duties – выполнять основные канцелярские 
обязанности 
To deal with enquiries – зд. Работать с запросами 
To process information – обрабатывать информацию 
To prove your ability in areas like teamwork skills… -подтвердить способности 
в таких сферах как работа в команде… 
To provide clerical support – обеспечить канцелярскую поддержку 
To take an aptitude test – проходить тест на пригодность 
Updating – обновление 
 
CIVIL SERVICE EXECUTIVE OFFICER 
Civil Service executive officers are junior managers in the Civil Service. 
There are around 170 Civil Service departments and agencies that deal with 
developing policies and delivering services to the public. 
Duties of a civil service executive officer vary according to 
the department he works for, but could include: 
• managing a team of administrative officers  
• being responsible for motivating, training and appraising team members  
• training in a specific area of work such as tax or immigration control  
• handling a caseload  
• applying complex laws and procedures to deal with problems and enquiries  
• using computer systems and databases  
• preparing and presenting reports.  
All Civil Service departments and agencies employ people at executive 
officer grade, but job titles may vary between departments.  
To become an executive officer, you could join a Civil Service department 
in an administrative grade, or you could be recruited directly as an executive 
officer. 
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Each department organizes its own recruitment and sets its own entry 
requirements. You may need two “A” levels or equivalent for some executive 
officer jobs, but in many cases you will not be asked for any formal qualifications. 
Instead, when you apply you would go through various stages which might 
include: 
- filling in an application form based on your skills and life experience  
- taking a written test to check your level of English and maths  
- passing more selection tests and an interview.  
If you have a first or second class honours degree, you can apply to the Fast 
Stream Development Programme. This is a four-year training and development 
programme that leads to senior management posts. Your degree can be in any 
subject, although some departments may prefer degrees in certain subjects that are 
relevant to their work. 
Competition for places on the Fast Stream is very strong, and you must pass 
a series of selection tests and interviews. Fast Stream is usually open only to UK 
nationals. For all jobs you must also meet the nationality requirement – all jobs are 
open to British nationals and around 75% are also open to Commonwealth citizens 
or European Union nationals. 
 
5. Ответьте на вопросы к тексту 
1) What do Civil Service departments and agencies do? 
2) What are the duties of a Civil Service executive officer? 
3) How can you become an executive officer? 
4) What stages do you go through when you apply for the position of an executive 
officer? 
5) When can you apply to the Fast Stream Development Programme? 
6) What training leads to senior management posts? 
7) Is there the competition for places on the Fast Stream Development 
Programme? 
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8) Can Commonwealth citizens apply to the Fast Stream Development 
Programme? 
 
6. Прочитайте текст Civil Service Executive Officer еще раз. Определите, 
какое из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов  
 T F 
1. Civil Service executive officers are senior managers in the Civil 
Service. 
  
2. Duties of a civil service executive officer are static.   
3. Civil Service executive officers have training in a specific area of 
work. 
  
4. It’s the job of an executive officer to apply complex laws and 
procedures dealing with problems and enquiries. 
  
5. Preparing and presenting reports is the job of a senior executive 
officer.   
  
6. If you apply for the position of an executive officer you should fill 
in an application form based on your skills and life experience. 
  
 
7. Прочитайте текст Civil Service Executive Officer еще раз и завершите 
предложения информацией из текста 
1) Civil Service executive officer is a junior... 
2) Duties of a civil service executive officer are different, but could include: 
managing a team of …, being responsible for motivating, …. 
3) He can have training in a specific area of work such as … 
4) A civil service executive officer should have the knowledge of applying 
complex laws and procedures to … 
5) To become an executive officer, you could join a Civil Service department in … 
6) Each department organizes its own recruitment and sets... 
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7) When you apply for the position of an executive officer you would go through 
various stages which might include: filling in an application form based on your … 
8) Moreover you have to take a written test to check your level of … 
9) If you have a first or second class honours degree, you can apply to... 
10) Competition for places on the Fast Stream is very strong, and you must pass 
a... 
 
8. Прочитайте текст Civil Service Administrative Officer и  заполните 
пропуски в тексте словами и выражениями из рамки 
 
enquiries, recruitment, computerized, researching, deal with, government 
departments, nationality requirement, process information, specialist work, Civil 
Service. 
 
CIVIL SERVICE ADMINISTRATIVE OFFICER 
Civil Service administrative officers and assistants work in a wide range of 
___1___ and agencies.  
Your main task as an administrative assistant or officer would be to ___2___ 
and carry out general clerical duties. The actual work you would do depends on 
your department or agency, but might involve: 
• answering ___3___ from the public in person, by telephone or by letter  
• updating ___4___ and paper-based records  
• processing benefit payments  
• ___5___ information  
• filing and photocopying.  
With experience, you could ___6___ more complex enquiries or complaints, 
or take on more ___7___related to your department. 
Each ___8___ department and agency organizes its own ___9___ and sets its own 
entry requirements. You do not need formal qualifications for many jobs. Instead, 
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you would take an aptitude test to prove your ability in areas like teamwork, 
communication and number skills.  
You must also meet the___10___. All jobs are open to British nationals and 
around 75 per cent are also open to Commonwealth citizens or European Union 
nationals. 
 
9. Прочитайте и переведите текст Civil Service Administrative Office с 
помощью словаря 
 
10. Повторите слова и выражения задания 1. Прочитайте текст 
Administrative Assistant  и переведите на английский язык слова и 
выражения, данные в скобках 
 
ADMINISTRATIVE ASSISTANT 
Administrative assistants in (1. органы местного самоуправления) provide 
clerical support in local councils and (2. работать с запросами) from members of 
the public. 
You could be employed in any local authority (3. отдел), for example 
housing, social services, education or planning. Your work would vary according 
to the department you work in, but it could include: 
• dealing with enquiries by phone, (4. в письменной форме или приличной 
беседе) 
• looking up information on a computer system  
• filing and photocopying  
• (5. написание и отправка писем) 
• sorting, recording and distributing mail  
• dealing with (6.наличность и выплаты) 
• (7. обновление) computerized and clerical records  
• acting as a secretary or personal assistant (PA) to a manager or department  
• (8.поддержание связи с персоналом) in other departments.  
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You may also be known by a number of different job titles such as 
administrative officer, clerical officer, customer service assistant, or support 
officer. 
Entry requirements vary, so you should check with individual local 
authorities about the qualifications you will need for each job. 
You may have an advantage with some GCSEs (A-C) including maths and 
English, or other qualifications of a similar level. However, many councils do not 
ask for academic qualifications, and will instead test you in the skills you need for 
the job, for example communication skills, ability with numbers or (9.навыки 
работы с компьютером). 
You will also need computer or keyboard skills, and you will find it useful 
to have (10. опыт работы с посетителями) or office work. 
 
11. Прочитайте текст упражнения 6 еще раз и дайте его краткое 
изложение по следующей схеме:  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
5. The last part informs us about… 
6. Thus we learn from the text (about) that… 
 
12. Соотнесите английские слова и выражения с их русскими 
эквивалентами, они помогут вам понять текст, в котором Эллина 
Брайтон рассказывает о своей работе госслужащего 
1. enjoy the variety and flexibility a) успешное конкурирование с  
2. successful competing with b) защищать права и благосостояние 
персонала (штата) 
3. to prevent from c) продвижение по службе 
4. protects staff's rights and welfare d)разумное соотношение 
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профессиональной и личной жизни 
5. to influence Whitehall policy e) получать удовольствие от 
разнообразия и гибкости (работы) 
6. a sensible work/life balance f) помешать чему-либо 
7. promotion g) влиять на политику Белого дома 
8. by providing real evidence h) трудная, но благодарная карьера 
9. the potential impacts i) обеспечивая реальное доказательство 
10. a challenging and rewarding 
career 
j) потенциальное воздействие 
 
 13. Восстановите логическую 
последовательность абзацев в тексте, в котором Эллин Брайт делится 
своими впечатлениями о работе в отделе по поддержке детства. 
Прочитайте и переведите восстановленный текст с помощью словаря. 
(F) My advice to new recruits is don't be influenced too much by others, and 
make your own way as I have. By believing in myself and taking opportunities, I 
have a challenging and rewarding career! 
(J) The CSA was just being set up and they were recruiting for people to join 
the team at their offices in Dudley. I successfully applied for a job there. 
(K) When I joined the Child Support Agency (CSA) in 1993, at the age of 
18, I didn't really know what the Civil Service was! 
(T) Since then, I've really enjoyed the variety and flexibility, as well as the 
support I've been given through training and development. Not having a degree 
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hasn't prevented me from taking opportunities and successfully competing with 
others for promotion. In the last 14 years, I've worked my way up from 
Administrative Officer (AO) to Grade 6 Assistant Director. 
(E) I enjoy working in a regional office, as it's close to reality of delivering 
government services. But I still feel part of the wider Civil Service, and 
particularly appreciate being able to influence Whitehall policy by providing real 
evidence and input about the potential impacts of new initiatives. 
(D) The Service places a lot of emphasis on being a top employer, which 
protects staff's rights and welfare. I've never worried about a sensible work/life 
balance. My colleagues and I - we respect each other and it is important to us that 
we are close to family and friends. 
14. Прочитайте и переведите с помощью словаря текст, в котором Пенни 
Хобман рассказывает о работе в комитете по организации и проведению 
олимпиады  
Penny Hobman - Government Olympic Executive 
 
I first joined the Service five years ago. After working in various roles in 
DCMS and DFID, I joined the newly-created GOE when we won the Olympics in 
2005. As part of the Strategy and Communications department, I'm responsible for 
planning, and ensuring consistency across all our Olympic communications. 
I'd always wanted a job in which I could make a difference. And I had an 
interest in the Service from a very young age, as both my mum and dad were civil 
servants. So after a number of years working for charities, when I was lucky 
enough to visit Kenya, Zambia and Ethiopia, I decided to follow in my parents' 
footsteps. 
Since then, I've been lucky enough to work with some really talented and 
stimulating people - and made some really good friends along the way. When 
people are passionate about their work, it's inspiring to see just how creative and 
innovative they can be. 
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One of the best things about the Service is seeing the positive impact you 
have on people's lives. It was fantastic to see the genuine elation when we won the 
Olympics, and I particularly love talking to kids around the country who want to 
compete in 2012. 
It can be quite a shock when you first realise just how much the work you're 
doing is in the public eye - working on the Olympics, I've had this more than most. 
But it's something you quickly get used to, and it makes you personally 
accountable for everything you do. 
I firmly believe that a career in the Civil Service is what you make it. I'd say 
to any new recruits that they should be proactive, look out for opportunities and put 
themselves forward. If you do, it's a very rewarding career and a chance to make a 
real difference. 
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UNIT 2 
   SKILLS FOR GOVERNMENT 
 
 
1. Соотнесите определение, данное на английском языке с его русским 
переводом. Отметьте галочкой то определение (skills), которое кажется 
вам наиболее подходящим 
Skill is …… 
1) a special ability to do smth a) знания или личные способности 
индивидума 
2) the knowledge and personal abilities 
of an individual 
b) особая способность делать что-то 
 
2. Соотнесите английские слова и выражения с их русскими 
эквивалентами 
1) communication skills a) навык делового общения 
2) computer skills b) навык общения 
3) management skills c) умение вести спор 
4) language skills d) навыки владения компьютером 
5) negotiating skill e)  
6) diplomacy skills f) навыки владения иностранным 
языком 
7) debate skills g) искусство дипломата 
8) business skills h) управленческие навыки 
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3. Прочитайте и запомните слова и фразы из текста Professionalizing the 
Government. Постройте предложения с данной лексикой 
Vocabulary 
A professional approach – профессиональный подход 
A sense of pride – чувство гордости 
Capability- способность 
Continue to evolve – зд. продолжают нарастать 
Customers and stakeholders- посетители и 
Deep rooted, constantly refreshed skills 
Delivery -  
Demands- требования 
Domestic and global challenges-внутренние и международные проблемы 
(сложные задачи) 
Encouraging staff to seek – поощрять персонал искать 
Evidence- свидетельство 
Fewer- меньше 
Fresh perspective- зд. новая перспектива 
Innovative policy- инновационная политика 
People management- управление персоналом 
Public expectations- ожидания общественности 
Public service provision- 
Static- неизменный 
The confidence to embrace the best ideas 
The primary tool for improving – первостепенное средство улучшения 
The right mix of skills and expertise- правильное сочетание умений и  
The skills to implement the ideas-умения воплощать идеи в жизнь 
To be capable – быть способным 
To be committed-  
To be engaged- быть вовлеченным 
To be flexible – быть гибким 
 105
To boost-улучшить, повысить 
To deliver effective services- осуществлять эффективное  
To enable – предоставить возможность 
To ensure – обеспечит, гарантировать 
To improve skills – улучшить умения 
To interact with complex networks - взаимодействовать со сложными 
структурами, сообществами 
To involve – включать 
To lack- испытывать недостаток, нехватку 
To oversee- предвидеть  
To try to influence behaviour- gпопытаться повлиять на поведение 
Workforce – персонал (рабочая сила) 
 
4. Прочитайте и переведите текст Professionalizing the Government 
 
PROFESSIONALISING THE GOVERNMENT 
The work of the Civil Service affects every citizen. It performs many of its 
tasks admirably, despite enormous challenges of delivery in a world of increasing 
public expectations. Civil servants are extremely committed. Yet there is an 
opinion that Civil Service is not effective enough for the tasks it faces.  
The Government clearly agrees that the skills of the service need to be 
improved. The skills required by the Civil Service are not static. Changes in 
emphasis of Government policy, or in methods of public service provision, require 
civil servants to develop new competences to reflect their shifting roles.  
Today’s civil servants interact with complex networks of customers and 
stakeholders. They oversee increasingly long and indirect delivery chains. Policy 
often involves trying to influence behavior. As Government continues to move 
towards a social market for public service delivery, fewer civil servants will be 
engaged directly in the delivery of services, and there will be a greater need for 
skilled specialists. 
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In discussing the issue it may be helpful to start with some definitions: 
• Skills are the knowledge and personal abilities of an individual; the skills base of 
a department is no more than the sum of the skills of all the people it employs; 
• Performance can be either individual, or departmental. A department cannot 
perform without properly skilled people, but, however skilled the workforce, it will 
not be effective if management does not deploy its individuals effectively. 
Performance is a measure of what has actually been achieved; 
• Capability is a measure for departments, not of what has been achieved, but of 
the department's ability to achieve in future. We will discuss it in some detail 
below. 
Professional Skills for Government that all senior civil servants should have 
lists six core skills. Those skills are: 
• Analysis and use of evidence; 
• Financial management; 
• People management; 
• Program and project management; 
• Strategic thinking;  
• Communications and marketing. 
There are several methods which can be used to boost an organisation's 
skills, ranging from increasing training provision and encouraging staff to seek 
professional qualifications to fast-tracking talent or buying it in from outside. The 
Government is trying all of these. In the last few years it has developed the 
Professional Skills for Government (PSG) program which is the primary tool for 
improving Civil Service capability. 
 PSG is a major, long-term change program designed to ensure that civil 
servants, wherever they work, have the right mix of skills and expertise to enable 
their departments or agencies to deliver effective services. 
A highly skilled Civil Service is not an end in itself. The aim is to improve 
performance of Government as a whole.  
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The Government shares the wider concern about Civil Service performance. 
The goal of Government policy towards the Civil Service is the 
“professionalisation” of the service. 
To ensure the Civil Service is admired worldwide for the quality of its policy 
advice, we need professional, highly skilled civil servants who provide objective, 
evidencebased advice without fear or favour. This requires professional civil 
servants with deep rooted, constantly refreshed skills. People who have the 
confidence to embrace the best ideas from colleagues and from outside, and who 
have the skills to implement those ideas. 
We need a twin track approach: developing our own staff to meet their 
considerable potential, and bring in those with the talents we lack and with greater 
diversity of background. 
 
5. Ответьте на вопросы к тесту 
1) Is Civil Service effective enough for the tasks it faces? 
2) What do changes in emphasis of Government policy, require civil servants to 
develop? 
3) What professional skills for government should all senior civil servants have? 
4) What methods can be used to boost an organisation's skills? 
5) What was the Professional Skills for Government program designed   for? 
6) What is the goal of Government policy towards the Civil Service? 
7) What kind of servants does Civil Service need? 
 
6. Прочитайте текст Professionalizing the Government еще раз. Определите, 
какое из утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов   
 T F 
1. The Government clearly agrees that the skills of the Civil Servants 
are very good.  
  
2. Civil servants should develop new competences.   
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3. Nowadays there is a great need for skilled specialists and it will be 
greater in the nearest future.   
  
4.  Encouraging staff to seek professional qualifications isn’t the 
method which can be used to boost an organization’s skills. 
  
5. The aim of the Professional Skills for Government program is to 
improve performance of Government. 
  
6. We need only one approach to improve the skills of Civil Servants.   
 
7. Повторите слова и выражения задания 3. Прочитайте обращение 
руководителя службы гражданских служащих Великобритании и 
переведите на английский язык слова и 
выражения, данные в скобках 
“As Head of the Home Civil Service, I am 
personally committed to improving diversity in every 
part of the organisation.  
As the (1. внутренние и международные 
проблемы) that we face continue to evolve, and as 
(2.ожидания общественности) continue to rise, the 
(3.требования) that we as a Civil Service face will continue to grow. In meeting 
these challenges, and in generating the kind of (4.инновационная политика) 
responses that will be needed, we will need a (5.персонал (рабочая сила)) that is 
diverse in its make up and is (6.способен) of bringing a (7.новая перспектива) to 
what we deliver. We need people who are passionate and have (8.чувство 
гордости) about delivering and improving services, have (9.профессиональный 
подход) to their work and are (10. гибким) and adaptable to change”.  
Sir GusO’Donnell  
Head of the Civil Service of the UK 
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8. Прочитайте еще один отрывок из выступления Гаса О’Донела и 
заполните пропуски в тексте словами и выражениями из рамки 
the Civil Service works, senior civil servants, faces, important to focus, visited, 
improved, relationship, agenda (повестка), complexity of the 
challenge(сложность проблем), policy design or timing 
 
 “… However, although it is ___1___on how things could be__2___, we need to 
be clear about the context in which___3___, and about the challenges it___4___, 
which go far beyond those facing any private sector organisation. In the first place, 
the Civil Service cannot set its own___5___. Its leadership is shared between 
___6___and the ministers whose policies they carry out. That ___7___ is complex. 
When we ___8___ the Top Management Programme at the National School of 
Government, we heard that private sector participants are always struck by the 
___9___ faced by senior civil servants. No private business would knowingly 
model itself on a government department. Furthermore, some failures may result 
from___10___, for which ministers are responsible…” 
 
9. Прочитайте текст Professionalizing the Government еще раз и завершите 
предложения информацией из текста 
1) The work of the Civil Service affects…  
2) The Government clearly agrees that the skills of the service… 
3) Changes in emphasis of Government policy require civil servants to… 
4) Professional Skills for Government that all senior civil servants should have 
lists…  
5) There are several methods which can be used to … 
6) Professional Skills for Government program is the primary tool for … 
7) The goal of Government policy towards the Civil Service is … 
8) To ensure the Civil Service is admired worldwide for the quality of its policy 
advice, we need …  
9) Those who provide objective, evidence based advice without … 
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10) We need people who have the confidence to embrace the best ideas from 
colleagues and from outside, and who have … 
 
10. Соотнесите английские слова и выражения с их русскими 
эквивалентами 
1) философия любителя a) seriously impedes its work 
2) доминирующее положение b) community  
3) серьезно задерживать их работу c) the product of the nineteenth 
century philosophy 
4) продукт философии 19 века d) personnel management 
5) сильные стороны e) the dominant position 
6) соответствующие полномочия f) the philosophy of the amateur 
7) управление персоналом g) skilled managers 
8) умелые управленцы h) corresponding authority 
9) общество, сообщество i)ответственность и возможности 
10) responsibilities and opportunities j) strengths 
 
11. Прочитайте текст и сделайте его письменный перевод, используя 
лексику упражнения 10 
       The Home Civil Service today is still fundamentally the product of the 
nineteenth century philosophy. The problems it faces are those of the second half 
of the twentieth century. In spite of its strengths, it is inadequate in six main 
respects for the most efficient discharge of the present and prospective 
responsibilities of government:  
(1) It is still too much based on the philosophy of the amateur (or “generalist”). 
This is most evident in the Administrative Class, which holds the dominant 
position in the Service. 
(2) The present system of classes in the Service (there are over 1400, each for the 
most part with its own separate pay and career structure) seriously impedes its 
work. 
 111
(3) Scientists, engineers and members of other specialist classes are frequently 
given neither the full responsibilities and opportunities nor the corresponding 
authority they ought to have. 
(4) Too few civil servants are skilled managers. 
(5) There is not enough contact between the Service and the community it is there 
to serve. 
(6) Personnel management and career planning are inadequate. 
 
12. Прочитайте текст упражнения 11 еще раз и дайте его краткое 
изложение по следующей схеме  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
5. The last part informs us about… 
6. Thus we learn from the text (about) that… 
 
13. Восстановите логическую последовательность предложений в 
тексте.  Прочитайте и переведите восстановленный текст 
a) As a whole it numbers some 550,000 people. 
b) The organisation of the Civil Service is complex.  
c) The different sizes of these offices reflect the wide range of roles for which they 
are responsible, from policy advice to service delivery. 
d) Key central departments like the Cabinet Office and HM Treasury are among 
the smallest of departments.  
e) Within this, though, departments range in size from around 125,000 people in 
the Department for Work and Pensions to 640 people in the Department for 
Culture, Media and Sport. 
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14. Используйте слово в конце каждой строчки, чтобы образовать слово, 
которое подходит по смыслу 
To make sure you have the right mix of skills and expertise for  
your role both now and in the future you can use the ___1___  PROFESSION 
Skills for ___2___ competency framework. GOVERN 
This framework sets out the skills expertise you require in   
your current job and those you need to develop for your   
___3___ . These will depend on your role and department,  PROMOTE 
but include:  
9 ___4___  - common to all civil servants  LEAD 
9 core skills - common to all civil ___5___   SERVE 
9 professional skills which are ___6___ to your profession 
and role  
SPECIFY 
9 broader experience which applies for SCS only.  BOARD 
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UNIT 3 
LEADERSHIP  
 
1. Прочитайте определения слова Leadership и соотнесите их с русскими 
эквивалентами. Отметьте галочкой то определение (leadership), которое 
кажется вам наиболее подходящим 
Leadership … 
1) …is a process whereby an individual 
influences a group of individuals to 
achieve a common goal  
a) процесс влияния на деятельность 
группы для достижения цели 
2)… is the process of incluencing the 
activities of an organized group toward 
goal achievement 
b) процесс определения цели для 
коллективных усилий и создание 
желания достичь цели 
3)… is the ability of an individual to 
influence, motivate, and enable others to 
contribute toward the effectiveness and 
success of the organization 
c) процесс в котором личность 
влияет на группу личностей для 
того, что бы достичь общую цель 
4)… is a process of giving purpose to 
collective effort and causing willing effort 
to achieve purpose 
d)  взаимоотношения между теми, 
кто стремиться к лидерству и теми, 
кто предпочитает следовать за ними 
5) …is a relationship between those who 
aspire to lead and those who choose to 
follow”. (Kouzes & Posner, 2002).  
e) способность личности влиять, 
мотивировать и предоставлять 
другим возможность внести вклад в 
эффективную и успешную 
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деятельность организации 
2. Прочитайте и запомните слова и фразы из текста The Essence of 
Leadership. Постройте предложения с данной лексикой 
Vocabulary 
A crisis or important event – кризис или важное событие 
A self-serving person – «работающий для себя» 
At the expense of the workers – за счет работников 
Belief(s), value(s), ethics – вера, ценности, этика 
Desire and willpower – сильное желание и сила воли 
More cohesive and coherent – более сплоченный и последовательный 
Personality traits – личностные качества 
Process of self-study – процесс самообразования 
The authority – зд. Полномочия 
The theory of leadership states… - теория лидерства гласит… 
They are not resting on their laurels – почивать на лаврах 
To accomplish an objective – выполнить задачу 
To achieve high goals – достичь высоких целей 
To apply – применять  
To be made not born – становиться, а не родиться 
To cause a person to rise – быть причиной того, что человек достигает 
To inspire – воодушевлять 
To learn leadership skills – учиться лидерским умениям 
To misuse authority to look good – злоупотреблять полномочиями, чтобы 
хорошо выглядеть 
To obey not follow smb. – подчиняться, но не следовать за кем-либо 
To observe – наблюдать 
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3. Прочитайте и переведите текст                                  
THE ESSENCE OF LEADERSHIP 
Good leaders are made not born. If you have the desire and willpower, you 
can become an effective leader. Good leaders develop through a never ending 
process of self-study, education, training, and experience. This information will 
help you to come through that process.  
To inspire your workers into higher levels of teamwork, there are certain 
things you must be, know, and, do. These do not come naturally, but are acquired 
through continual work and study. Good leaders are continually working and 
studying to improve their leadership skills; they are NOT resting on their laurels.  
Before we get started, lets define leadership. Leadership is a process by 
which a person influences others to accomplish an objective and directs the 
organization in a way that makes it more cohesive and coherent. Leaders carry out 
this process by applying their leadership attributes, such as beliefs, values, ethics, 
character, knowledge, and skills. Although your position as a manager, supervisor 
etc. gives you the authority to accomplish certain tasks and objectives in the 
organization, this p o w e r  does not make you a leader, it simply makes you the 
b o s s .  Leadership differs in that it makes the followers w a n t  to achieve high 
goals, rather than simply b o s s i n g  p e o p l e  a r o u n d .  
Bass'  theory of leadership states that there are three basic ways to explain 
how people become leaders. The first two explain the leadership development for a 
small number of people. These theories are:  
o Some personality traits may lead people naturally into leadership roles. This is 
the Trait Theory.  
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o A crisis or important event may cause a person to rise to the occasion, which 
brings out extraordinary leadership qualities in an ordinary person. This is the 
Great Events Theory.  
o People can choose to become leaders. People can learn leadership skills. This is 
the Transformational Leadership Theory. It is the most widely accepted theory 
today. 
When a person is deciding if she respects you as a leader, she does not think 
about your attributes, rather, she observes what you d o  so that she can know who 
you really a r e .  She uses this observation to tell if you are an honorable and 
trusted leader or a self-serving person who misuses authority to look good and get 
promoted. Self-serving leaders are not effective because their employees only obey 
them, not follow them. They succeed in many areas because they present a good 
image to their seniors at the expense of their workers.  
The basis of good leadership is honorable character and selfless service to 
your organization. In your employees' eyes, your leadership is everything you do 
that effects the organization's objectives and their well-being. Respected leaders 
concentrate on what they a r e  [b e]  (such as beliefs and character), what they 
k n o w  (such as job, tasks, and human nature), and what they d o  (such as 
implementing, motivating, and providing direction).  
What makes a person want to follow a leader? People want to be guided by 
those they respect and who have a clear sense of direction. To gain respect, they 
must be ethical. A sense of direction is achieved by conveying a strong vision of 
the future.  
 
4. Ответьте на вопросы к тексту 
1) Are people born to be leaders? 
2) How do good leaders develop? 
3) Are good leaders continually working and studying to improve their leadership 
skills, or they rest on their laurels? 
4) What is leadership? 
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5) Does the authority to accomplish certain tasks and objectives make you a 
leader? Why? 
6) What is the difference between leadership and b o s s i n g  p e o p l e  a r o u n d ?  
7) How do people become leaders according to Bass'  theory of leadership? 
8) What are the theories of leadership? 
9) Are self-serving leaders effective? Why? 
10) What is the basis of good leadership? 
 
5. Прочитайте текст Essence of Leadership еще раз. Определите, какое из 
утверждений является истинным (T) или ложным (F). Отметьте 
варианты ответов (V)  
 T F 
1. Good leaders develop through all their lives.   
2. Leadership attributes are be, know, and, do.   
3. The authority to accomplish certain tasks and objectives makes 
you a leader. 
  
4. People decide themselves to be or not to be a leader.   
5. Self-serving leaders succeed in many areas at the expense of 
their workers. 
  
6. If you want to gain respect, you must be ethical.   
 
6. Изучите диаграмму «Умения необходимые государственным 
служащим» и переведите их с помощью словаря.  
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Расскажите, какие 
умения необходимы для вашей работы и какими умениями Вы владеете. 
Используйте следующие  предложения: 
My name is… 
I work as a…… in……department of ……administration of Tyumen region. 
My duties are: … 
I’m responsible for… , so for my work I need the following skills:………. 
I think that I have already got ………..skills.  
But I need to improve …………….skills. 
 
 
 
 
7. Изучите диаграмму «Ключевые компетенции» и переведите их с 
помощью словаря.  
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Расскажите, 
какие компетенции необходимы для вашей работы и какими из них Вы 
владеете. Используйте следующие  предложения: 
My name is… 
I work as a…… in……department of ……administration of Tyumen region. 
My duties are: … 
I’m responsible for…. , so for my work I need the following competences:………. 
I think that I have already got such competences as ………...  
But I need to develop such competences as ……………. 
Besides, I think that …………… are also important for me. 
 
8. Соотнесите английские слова и выражения с их русскими 
эквивалентами, они помогут Вам понять текст Принципы лидерства 
1. to search for ways a) скать и брать на себя 
ответственность 
2. to guide your organization to new b) задачи выполнены 
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heights 
3. to seek and take responsibility c) принимать здравые и 
современные решения 
4. to make sound and timely decisions d) не осуждай других 
5. to look out for the well-being 
 
e) направлять организацию к новым 
высотам 
6. to develop a sense of responsibility f) искать пути, способы  
7. do not blame others g) исполнять профессиональные 
бязанности 
8. to carry out the professional 
responsibilities 
h) развивать чувство 
ответственности 
9. tasks are accomplished i) командный дух 
10. a team spirit j) заботиться о благосостоянии 
 
9. Прочитайте и переведите текст Principles of Leadership. Ранжируйте 
принципы по степени значимости,  начав с самого важного. Объясните 
свой выбор 
PRINCIPLES OF LEADERSHIP      
To help you b e ,  k n o w ,  and d o ;  follow these eleven principles of leadership  
1. Know yourself and seek self-improvement - In order to know yourself, you 
have to understand your b e ,  k n o w ,  and d o ,  attributes. Seeking self-
improvement means continually strengthening your attributes. This can be 
accomplished through self-study, formal classes, reflection, and interacting with 
others.  
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2. Be technically proficient - As a leader, you must know your job and have a 
solid familiarity with your employees' tasks.  
3. Seek responsibility and take responsibility for your actions - Search for 
ways to guide your organization to new heights. And when things go wrong, they 
always do sooner or later -- do not blame others. Analyze the situation, take 
corrective action, and move on to the next challenge.  
4. Make sound and timely decisions - Use good problem solving, decision 
making, and planning tools.  
5. Set the example - Be a good role model for your employees. They must not 
only hear what they are expected to do, but also see. “W e  m u s t  b e c o m e  t h e  
c h a n g e  w e  w a n t  t o  s e e ”  - Mahatma Gandhi  
6. Know your people and look out for their well-being - Know human nature 
and the importance of sincerely caring for your workers.  
7. Keep your workers informed - Know how to communicate with not only 
them, but also seniors and other key people.  
8. Develop a sense of responsibility in your workers - Help to develop good 
character traits that will help them carry out their professional responsibilities.  
9. Ensure that tasks are understood, supervised, and accomplished - 
Communication is the key to this responsibility.  
10. Train as a team - Although many so called leaders call their organization, 
department, section, etc. a team; they are not really teams...they are just a group of 
people doing their jobs.  
11. Use the full capabilities of your organization - By developing a team spirit, 
you will be able to employ your organization, department, section, etc. to its fullest 
capabilities.  
10. Прочитайте текст  Factors of Leadership  и заполните пропуски в 
предложениях информацией из текста 
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FACTORS OF LEADERSHIP 
There are four major factors in leadership:  
 
Follower 
Different people require different styles of leadership. For example, a new 
hire requires more supervision than an experienced employee. A person who lacks 
motivation requires a different approach than one with a high degree of motivation. 
You must know your people! The fundamental starting point is having a good 
understanding of human nature, such as needs, emotions, and motivation. You 
must come to know your employees' b e ,  k n o w ,  and d o  attributes.  
Leader 
You must have an honest understanding of who you are, what you know, 
and what you can do. Also, note that it is the followers, not the leader who 
determines if a leader is successful. If they do not trust or lack confidence in their 
leader, then they will be uninspired. To be successful you have to convince your 
followers, not yourself or your superiors, that you are worthy of being followed.  
Communication 
You lead through two-way communication. Much of it is nonverbal. For 
instance, when you "set the example," that communicates to your people that you 
would not ask them to perform anything that you would not be willing to do. What 
and how you communicate either builds or harms the relationship between you and 
your employees.  
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Situation 
All are different. What you do in one situation will not always work in 
another. You must use your judgment to decide the best course of action and the 
leadership style needed for each situation. For example, you may need to confront 
an employee for inappropriate behavior, but if the confrontation is too late or too 
early, too harsh or too weak, then the results may prove ineffective.  
Various forces will affect these factors. Examples of forces are your relationship 
with your seniors, the skill of your people, the informal leaders within your 
organization, and how your company is organized. 
1) There are four major factors in … 
2) They are: … 
3) Different people require… 
4)  The fundamental starting point is…  
5) The followers, not the leaders determine if a leader is … 
6)  To be successful you have to convince your followers that you are ... 
7)  Much of  two-way communication is … 
8) You must use your judgment to decide … and the … needed for each 
situation. 
9) Various forces will affect … 
10) Examples of forces are … 
11. Прочитайте текст Attributes of a Leader и переведите его с помощью 
словаря 
ATTRIBUTES OF A LEADERSHIP 
If you are a leader who can be trusted, then those around you will grow to respect 
you. To be such a leader, there is a Leadership Framework to guide you:  
B E /  K N O W /  D O  
BE a professional. Examples: Be loyal to the organization, perform selfless 
service, take personal responsibility.  
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BE a professional who has good character traits. Examples: Honesty, competence, 
candor, commitment, integrity, courage, straightforwardness, imagination.  
KNOW the four factors of leadership - follower, leader, communication, situation.  
KNOW yourself. Examples: strengths and weakness of your character, knowledge, 
and skills.  
KNOW human nature. Examples: Human needs, emotions, and how people 
respond to stress.  
KNOW your job. Examples: be proficient and be able to train others in their tasks.  
KNOW your organization. Examples: where to go for help, its climate and culture, 
who the unofficial leaders are.  
DO provide direction. Examples: goal setting, problem solving, decision making, 
planning.  
DO implement. Examples: communicating, coordinating, supervising, evaluating.  
DO motivate. Examples: develop morale and spirit in the organization, train, 
coach, counsel.  
12. Просмотрите текст  еще раз и расскажите о том,  кем Вы являетесь 
(BE), что вы знаете (KNOW) и что Вы уже делаете (DO), заполнив  
таблицу  
Be Know Do 
I’ am … 
I’m sure I am… 
I know … I provide/ implement/ 
motivate … 
13. Прочитайте текст Leadership Model, выпишите и переведите с 
помощью словаря все незнакомые слова и фразы 
LEADERSHIP MODEL 
Leadership models help us to understand what makes leaders act the way 
they do. The ideal is not to lock yourself in to a type of behavior discussed in the 
model, but to realize that every situation calls for a different approach or behavior 
to be taken.  
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Four Framework Approach  
In the F o u r  F r a m e w o r k  A p p r o a c h ,  Bolman and Deal, suggest that 
leaders display leadership behaviors in one of four types of frameworks: Structural, 
Human Resource, Political, or Symbolic. The style can either be effective or 
ineffective, depending upon the chosen behavior in certain situations   
Structural Framework 
In an effective leadership situation, the leader is a social architect whose 
leadership style is analysis and design. While in an ineffective leadership situation, 
the leader is a petty tyrant whose leadership style is details. Structural Leaders 
focus on structure, strategy, environment, implementation, experimentation, and 
adaptation.  
Human Resource Framework 
In an effective leadership situation, the leader is a catalyst and servant whose 
leadership style is support, advocation, and empowerment while in an ineffective 
leadership situation, the leader is a pushover, whose leadership style is abdication 
and fraud. Human Resource Leaders believe in people and communicate that 
belief; they are visible and accessible; they empower, increase participation, 
support, share information, and move decision making down into the organization.  
Political Framework 
In an effective leadership situation, the leader is an advocate, whose 
leadership style is coalition and building. While in an ineffective leadership 
situation, the leader is a hustler, whose leadership style is manipulation. Political 
leaders clarify what they want and what they can get; they assess the distribution of 
power and interests; they build linkages to other stakeholders, use persuasion first, 
then use negotiation and coercion only if necessary.  
Symbolic Framework 
In an effective leadership situation, the leader is a prophet, whose leadership 
style is inspiration. While in an ineffective leadership situation, the leader is a 
fanatic or fool, whose leadership style is smoke and mirrors. Symbolic leaders 
view organizations as a stage or theater to play certain roles and give impressions; 
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these leaders use symbols to capture attention; they try to frame experience by 
providing plausible interpretations of experiences; they discover and communicate 
a vision.  
This model suggests that leaders can be put into one of these four categories 
and there are times when one approach is appropriate and times when it would not 
be. Any one of these approaches alone would be inadequate, thus we should strive 
to be conscious of all four approaches, and not just rely on one or two. For 
example, during a major organization change, a structural leadership style may be 
more effective than a visionary leadership style; while during a period when strong 
growth is needed, the visionary approach may be better. We also need to 
understand ourselves as each of us tends to have a preferred approach. We need to 
be conscious of these at all tims and be aware of the limitations of our favoring just 
one approach.  
14. Прочитайте текст Leadership Models еще раз и заполните таблицу 
информацией из текста 
Framework An effective leadership 
situation 
An ineffective leadership 
situation 
leader style activity leader style activity 
Structural       
Human 
Resource 
      
Political       
Symbolic       
 
15. Соотнесите английские слова и выражения с их русскими 
эквивалентами. 
 
1. середина двух осей a) to be hard on their workers 
2. разрешение на объединение и 
сотрудничество 
b) the middle of the two axes 
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3. укреплять узы, связь c) something goes wrong 
4.быть строгим с работниками d) to strengthen the bonds 
5. винить e) allowance for cooperation or 
collaboration. 
6.что-то идет не так f) subordinates 
7.работать безустанно g) to contribute 
8. подчиненные h) to work tirelessly  
9. внести вклад во что-либо i) to prevent 
10. предотвратить j) to blame 
11.отделиться от команды k) to maintain discipline  
12. борьба за власть l) to encourage the team to 
accomplish its goals. 
13.поддерживать дисциплину m) punitive coercive and legitimate 
powers 
14.достичь желаемого результата n) power struggles 
15. карательные, принудительные и 
законные полномочия 
o) to achieve the desired result 
16. ободрять команду к достижению 
цели 
p) to detach from the team 
16. Прочитайте и переведите текст Leadership Styles, используя лексику 
упражнения 13 
  LEADERSHIP STYLES     
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Leadership Styles 
Leaders carry out their roles in a wide variety of styles, e.g., autocratic, 
democratic, participatory, laissez-faire (hands off), etc. Often, the leadership style 
depends on the situation, including the life cycle of the organization. The following 
text provides brief overview of key styles, including autocratic, laissez-faire and 
democratic style. 
Most people fall somewhere near the middle of the two axes. But, by going to the 
extremes, that is, people who score on the far end of the scales, we come up with 
four types of leaders:  
o Authoritarian (9 on task, 1 on people)  
o Team Leader (9 on task, 9 on people)  
o Country Club (1 on task, 9 on people)  
o Impoverished (1 on task, 1 on people).  
Authoritarian Leader (high task, low relationship) 
People who get this rating are very much task oriented and are hard on their 
workers (autocratic). There is little or no allowance for cooperation or 
collaboration. Heavily task oriented people display these characteristics: they are 
very strong on schedules; they expect people to do what they are told without 
question or debate; when something goes wrong they tend to focus on who is to 
blame rather than concentrate on exactly what is wrong and how to prevent it; they 
are intolerant of what they see as dissent (it may just be someone's creativity), so it 
is difficult for their subordinates to contribute or develop. 
 Team Leader (high task, high relationship) 
This type of person leads by positive example and tries to foster a team 
environment in which all team members can reach their highest potential, both as 
team members and as people. They encourage the team to reach team goals as 
effectively as possible, while also working tirelessly to strengthen the bonds 
among the various members. They normally form and lead some of the most 
productive teams.  
Country Club Leader (low task, high relationship) 
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This person uses predominantly reward power to maintain discipline and to 
encourage the team to accomplish its goals. Conversely, they are almost incapable 
of employing the more punitive coercive and legitimate powers. This inability 
results from fear that using such powers could spoil the relationships with the other 
team members.  
Impoverished Leader (low task, low relationship) 
A leader who uses a "delegate and disappear" management style. Since they 
are not committed to either task accomplishment or maintenance; they essentially 
allow their team to do whatever it wishes and prefer to detach themselves from the 
team process by allowing the team to suffer from a series of power struggles.  
The most desirable place for a leader to be along the two axes at most times 
would be a 9 on task and a 9 on people -- the Team Leader. However, do not 
entirely dismiss the other three. Certain situations might call for one of the other 
three to be used at times. For example, by playing the Impoverished Leader, you 
allow your team to gain self-reliance. Be an Authoritarian Leader to instill a sense 
of discipline in an unmotivated worker. By carefully studying the situation and the 
forces affecting it, you will know at what points along the axes you need to be in 
order to achieve the desired result. 
 
17. Посмотрите на картинки госслужащих и заполните 
идентификационную карточку каждого из них. Определите стиль 
лидерства, характерный для каждого из служащих и расскажите о нем 
 
 
 
 
 
           
Identity Card 
Name: 
Surname: 
Age:  
Nationality: 
Position: 
Leadership style: 
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18. Восстановите логическую последовательность этапов деятельности 
лидера (The Process of Leadership). Прочитайте текст и определите, какие 
еще этапы можно включить в данный перечень  
THE PROCESS OF LEADERSHIP 
The road to great leadership is the following: 
(D)  Model the way - When the process gets tough, get your hands dirty. A boss 
tells others what to do, a leader shows that it can be done.  
(L)  Challenge the process - First, find a process that you believe needs to be 
improved the most.  
(E)   Inspire a shared vision - Next, share your vision in words that can be 
understood by your followers. 
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 (R)  Encourage the heart - Share the glory with your followers' hearts, while 
keeping the pains within your own.  
(A)  Enable others to act - Give them the tools and methods to solve the problem.  
 (E) Motivate. Encourage the team to reach team goals as effectively as possible. 
 
19. Прочитайте текст Competences Required for a Leader и заполните 
пропуски подходящим по значению словом справа, изменив его с 
помощью суффиксов 
COMPETENCES REQUIRED FOR  A LEADER  
1. Different …………. make it very challenging  CONSIDER 
2. when trying to determine what ……………someone  COMPETENT 
3. should have in order to be a better… . Perhaps that's why  LEAD 
4. leadership training programs in ……… typically assert  INSTITUTE 
5. a set of standard competencies, for example, ……………. DECIDE 
6. making, problem ………, managing power and influence, SOLVE 
7.……..and trust. The following lists of competencies was  BUILD 
8. derived by examining a variety of …………development LEADER 
9. programs.  
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PART 4 
 
 
I WANT TO BE A CIVIL 
SERVANT 
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UNIT 1 
RECRUITMENT AND PROMOTION 
 
1. Прочитайте и запомните слова и фразы, данные ниже. Постройте 
предложения с данной лексикой 
Vocabulary 
A scoring scheme – схема успеха 
Academic qualification – университетское образование 
Access – доступ 
Breach – нарушение 
Contestable – спорный 
Essence of merit criteria – суть критериев достоинства 
Explicit  – ясный, подробный 
External recruitment –набор на работу извне  
Internal promotion – внутреннее продвижение по службе 
Limitation – ограничение 
Manageable – поддающийся управлению 
Notification – объявление, извещение 
Subsequent – последующий  
To bear in mind - вынашивать в уме 
To consolidate – укреплять, oбъеденять 
To disseminate – распространять 
To get publicity – получить гласность 
To get the job on the basis of smth - получить работу на основании чего-либо 
To hand-pick – тщательно выбирать, подбирать  
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To make a contribution – вносить вклад 
To make appointment – назначать  
To speed up – ускорять 
University degree – университетская степень 
Сorruption – коррупция 
 
2. Прочитайте и переведите текст Merit System. Выпишите все 
незнакомые слова и переведите их на русский язык 
 
MERIT SYSTEM 
Modern civil service personnel are usually chosen by examination and 
promoted on the basis of merit ratings. 
Merit system is the system of employing and promoting civil servants on the 
basis of ability.  
 
The merit principle 
The merit principle in the civil service entails the appointment of the best 
person for any given job, made through recruitment or promotion based on explicit 
merit rules that are publicly understood and can be challenged if a breach is 
suspected. 
Merit systems can be broadly divided into "career systems" and "position-
based systems."  
 In career systems, the objective is to ensure that initial entry to the civil 
service is based on the knowledge of the candidates, generally as indicated by a 
relevant university degree or academic credentials. Subsequent mobility and 
promotion allow movement within the civil service. In position-based systems the 
emphasis is placed on selecting the best-suited candidate for each position to be 
filled, whether by external recruitment or via internal promotion or mobility. 
Merit criteria                                                                 
 135
The essence of merit criteria is that they are specified and contestable – 
failure to appoint a candidate can be appealed and reviewed against explicit 
specifications for the position. Closed career systems make appointments through 
promotion from within the civil service.  Position-based systems allow more open 
access, with lateral entry relatively common. Merit criteria in both systems can 
include academic qualifications.  
Limitations to merit                                                    
In a pure merit system all public appointments, from top to bottom, would 
be made following a competition based on merit rules. However, no administration 
operates a pure merit system. 
 Typical exceptions are: 
• Elected officials. Firstly and obviously, some officials are elected, not 
appointed. 
• Political appointments. Those elected officials may hand-pick some political 
advisers. 
• Affirmative action. Several administrations have used recruitment / hiring 
practices to speed up the advance of members of a disadvantaged group, such as 
women or certain ethnic minorities. 
• Internal appointments and transfers. Most administrations have restricted 
certain promotion posts to existing staff in order to minimize transaction costs and 
to provide career development opportunities. 
Appointment methods                                              
Merit-based recruitment arrangements draw from eight key elements: 
1. A job analysis leading to a written statement of duties (the job description) and 
the  knowledge and skills which the jobholder will need (the person specification). 
2. An advertisement disseminated to eligible groups, including a summary of the 
job analysis, a standard application form. 
3. A scoring scheme based on the person specification. 
4. A short-listing procedure to reduce applications, if necessary, to a manageable 
number. 
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5. A final selection procedure based, again, on the person specification, and 
including a panel interview. 
6. An appointment procedure based on the scoring scheme.   
7. Notification of results to both successful and unsuccessful candidates. 
 
2. Ответьте на вопросы к тексту  
1) When can explicit merit rules be challenged? 
2) What systems is Merit System divided into? 
3) What is the objective of the career systems? 
4) What is the objective of the position-based systems? 
5) What is the essence of Merit criteria? 
6) Why have most administrations restricted certain promotion posts to existing 
staff? 
7) Where do merit-based recruitment arrangements draw from?  
 
3. Прочитайте текст Merit System еще раз. Определите, какое из 
утверждений является истинным (Т) или ложным (F). Отметьте 
варианты ответов 
  T F 
1. Subsequent mobility and promotion allow movement within the 
civil service. 
  
2. Position-based systems make appointments through promotion 
from within the civil service.   
  
3. Administration operates a pure merit system.   
4. Merit-based recruitment arrangements are based on eight key 
elements 
  
5. Notification of results must be given to both successful and 
unsuccessful candidates. 
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4. Прочитайте текст What Kinds of Jobs are Available in Civil Service? и 
заполните пропуски в тексте словами и выражениями из рамки 
establishment       administrative      vocational ladder      federal service 
activities     specific skill      at the bottom       government service     qualified  
government department            categories       
 
WHAT KINDS OF JOBS ARE AVAILABLE 
 IN CIVIL SERVICE? 
Just about every known kind of occupation is represented in civil service, 
from the professional man—doctor, lawyer, teacher—at the top of the ___1___ to 
the unskilled laborer ___2___ . Therefore, regardless of the skill or knowledge you 
possess, there is probably something you’re ___3___  to do in government service, 
national, state, or local. 
Also, it is possible to start in government service without ___4___ or 
knowledge. For example, if you are just a general high school graduate with an 
interest; in printing, you may become an apprentice with the Government Printing 
Office in Washington, D.C., or in a similar ___5___  in the capital of a state. If you 
are a general college graduate you may take the junior professional assistant 
examination for the ___6___  or the similar examination in the state services which 
use such a test. If you pass and are “certified” you can get on-the-job training for a 
large number of ___7___  and technical vocations. 
Government jobs, national, state, and local, could be broken down into four 
or five major ___8___  
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Education, highways, police, 
and fire protection are the major 
___9___ of state and local 
government. The post office in 
normal times employs a third of all 
federal employees. The War 
Department was the second largest 
federal employer most of the time 
between the two wars. 
Government jobs can also be 
described as: 
1. Administrative 
2. Professional, scientific, and technical 
3. Clerical 
4. Skilled trades 
5. Unskilled 
The administrative group runs all the way from the non-political men at the 
top of the departments and bureaus to the personnel, budget, methods, and 
information technicians, and administrative aids and assistants at the bottom. Some 
of these jobs are found only in ___10___ , but most of them have their counterparts 
in private enterprise.  
The professional and scientific groups are well understood. The list extends 
from A for agronomist to Z for zoologist. It is riot possible to carry oil most of 
these jobs without college and professional school training.  
The same, if not greater, variety holds for the social sciences too. People 
with training in business administration, economics, economic geography, 
statistics, accounting, public administration, or similar fields have opportunities for 
jobs in almost every ___11___ and agency. Persons who can handle a specialty 
and are also qualified in one or more foreign languages have a second vocational 
channel in the foreign activities of the government. 
 
Government employs all kinds of
technical and scientific men. 
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5. Прочитайте текст What Kinds of Jobs are Available in Civil Service? еще 
раз и закончите предложение информацией из текста 
1) A person can start in government service ……… 
2) The major categories of jobs are ……… 
3) Government jobs can be divided into ……… 
4) The administrative group includes ……… 
5) People with training in business administration can work in ……… 
 
6. Повторите слова и выражения задания 1. Прочитайте текст What Kind 
of People Take Civil Service Jobs? и переведите на русский язык слова и 
выражения, данные в скобках 
 
WHAT KIND OF PEOPLE TAKES CIVIL SERVICE JOBS? 
THE PRESTIGE of government jobs is not nearly so high as it should be. 
When they think of the public service, many Americans still have in mind the old 
days of scandal and (1. коррупция). They seem to be more familiar with the spoils 
system than the merit system. This is not surprising. The routine operations of civil 
service don’t (2. получить гласность). But the tugs of war over (3. политические 
назначения) to top government jobs do make headlines. The public doesn’t always 
(4. вынашивать в уме) that the political appointments to the policy-determining 
posts in government are the exceptions and not the rule. 
Also, enough state and local governments are still without any kind of merit 
system to preserve this old view of the (5. правительственная служба). 
Actually government employees are a good cross section of the community 
from which they come. They are likely to be a superior group if they (6. получить 
работу на основании) of examinations passed in competition with other citizens. 
There are a- number of government employees to whom the security of the 
public service is the prime appeal. But counterbalancing such timeservers is the 
much larger group of workers who are in the government because of their interest 
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in one social program or another and a desire (7. вносить вклад) to the general 
welfare. 
 
7. Восстановите логическую последовательность предложений в тексте 
How do You Get a Government Job? Прочитайте и переведите 
восстановленный текст. Заполните таблицу после текста 
 
 
 
HOW DO YOU GET A GOVERNMENT JOB? 
 
A. Regardless of where you live, 
the commission will advise you what 
the most appropriate tests are for you to 
take. You will be sent an application 
blank which you fill in and return. Then, 
when the time comes, you will be 
advised when and where the 
examination you are to take will be 
given. The more popular tests, such as those for typist and stenographer, are given 
in almost every city in the country. There are no fees or charges. After you have 
taken the test, you will be told whether or not you passed. If you do, your name 
will be placed—in the order of the grade you made on the test—on a list or register 
of eligibles. 
B. If you want to work for the federal government, address your letter to the 
U. S. Civil Service Commission, Washington 25, D.C. 
C. Remember that the appointing officer, under the Constitution, has some 
freedom of choice. In some instances, he may request an interview or ask you to 
send him additional information about your training or experience before he goes 
 
State highway departments are big civil
service employers. 
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ahead with the appointment. He may pass you over in favor of someone better 
qualified for the specific job. 
D. The respective civil service commissions are of course only the agents for 
the appointing officers of the departments. However, in almost all cases, inquiries 
about jobs can be satisfied if addressed to the appropriate civil service authority. If 
not, questions can be sent directly to the department or agency in which you are 
interested. These should be addressed to the director of personnel of the 
department, at least for the national government. 
E. The first thing to do is to address a letter to the appropriate civil service 
authority and ask for information about the kind of job you’re qualified to do. 
F. When a government agency needs to hire new personnel, names from the 
top of the list are “certified” to it by the Civil Service Commission. If and when 
your name reaches an appointing officer, he may select you for further 
consideration. He will probably send you an inquiry as to your availability. If you 
are interested in the job he describes and so indicate, he may make you an offer of 
the position and name the day for you to start. Your acceptance will clinch the 
deal—except that your employment is on probation at first and that for some 
positions the Civil Service Commission in the meantime will conduct a searching 
investigation into your character, 
loyalty, and past associations. 
 
 142
G. If you want a job working 
for your state, county, or city 
government; the procedure is much 
the same as that outlined for federal civil service, if your governments are under 
the merit system. Get in touch with the civil service authority in the city hall, in the 
county courthouse, or in the state capitol. They’ll send you an application, notice 
of examination, and so forth, as described above. Also, don’t forget the U.S. 
Employment Service. They have information about public jobs. 
H. Also, you have the right to decline an offer. In either case, your name 
goes back to the “eligible register” and is certified when the next request comes in. 
Further, the process need not be a blind one on your part. You may indicate on 
your application such things as the lowest salary you will accept, the place or 
places where you want to work (and where you don’t want to work!), whether 
you’ll accept a temporary appointment of say thirty days or six months, and 
whether you’ll take a traveling job.  
1.  
2.  
3.  
4.  
5.  
6.  
7.  
8.  
 
8. Прочитайте текст How do You Get a Government Job? еще раз и дайте 
его краткое изложение по следующей схеме:  
1. The title of the text is… 
2. It deals with… 
3. The first part of the text is devoted to… 
4. The second part tells us (about) that… 
In the larger cities, policemen are 
usually under civil service. 
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5. The last part informs us about… 
6. Thus we learn from the text (about) that… 
 
9. Прочитайте текст What’s All this Talk about Bureaucrats? Используйте 
слова в конце каждой строки, чтобы образовать слово, которое подходит 
по смыслу 
 
WHAT’S ALL THIS TALK ABOUT BUREAUCRATS? 
“Bureaucrat,” is a kind of cussword pinned on a public servant.   
It is a ___1___ weapon more than anything else. A study of POLICY 
bureaucracy in both government and ___2___ was for made  BUSY 
not very many years ago. This study found that characteristics  
___3___ called bureaucratic - inflexibility, arrogance, petty  GENERAL 
insistence on rules and ___4___ — were to be found in some  REGULATE 
large industries and businesses as well as in some ___5___  GOVERN 
departments.  
The ___6___ was not so much between government and  DIFFER 
business as between specific businesses and between different  
government agencies. There are good, bad, and indifferent   
examples of each. Much depends on the___7___ at the top. LEADER 
Government is by nature more restrained than private   
enterprise. ___8___ to the public requires conformity to all RESPOND 
pertinent laws and regulations. This is necessary if the public   
is to maintain its civil rights. Government is the only agent in   
society with the right to use force on the individual when   
necessary. The restraint of such power is as important as the   
authority itself.  
 
10. Перед вами обложка книги, посвященной гражданским служащим. 
Какие вопросы могут быть освещены в ней. Подумайте и предложите 
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ваши варианты ответов. Используйте схему ответов, 
представленную ниже 
1) The title of the book is ……… 
2) It is written by ……… 
3) To my mind, the book is devoted to the problem ……… 
4) I suppose the book will tell us / inform us about ……… 
5) Besides, the book covers such problems / issues as ……… 
6) The book is devoted to the problem of ……… 
7) Finally, the last point I want to speak about is ……… 
UNIT 2 
CAREER AND JOB FAIR. DO'S AND DON'TS 
 
 
1. Подумайте и скажите. Какие факторы по вашему мнению наиболее 
важны при устройстве на работу. Выберите семь наиболее значимых из 
предложенных в рамке. Может быть какие-нибудь отсутствуют в списке и 
вы бы хотели их добавить? 
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age       sex         appearance       astrological sign         contacts and connections 
experience       family background         handwriting         hobbies      intelligence 
marital status        qualifications       sickness record      blood group        references 
personality 
 
2. Прочитайте текст, данный ниже, и ответьте на вопрос. 
What is the specific of appointments in Great Britain? 
All countries base appointments on some kind of competition. In some 
countries great emphasis is placed on formal written examinations supplemented 
by interviews. 
In Great Britain, traditionally one of the greatest advocates of entry by 
formal examination, the Civil Service Commission relies more on informal tests 
and a series of interviews and observations and tends to measure the candidate’s 
intellectual competence by the quality of his university degree. 
3. Прочитайте и запомните слова и фразы, данные ниже. Постройте 
предложения с данной лексикой 
Vocabulary 
Application – заявление 
Behavior – поведение 
Business etiquette – деловой этикет 
Confident – уверенный, самонадеянный  
Employer – работодатель 
Job offer – предложение работы  
Job-seeker – тот, кто ищет работу 
Receptionist – секретарь в приемной 
Reimbursement – компенсация, возмещение 
Strengths and weaknesses – сильные и слабые стороны 
To achieve a goal – достигать цели 
To adhere – придерживаться 
To apply for – обращаться за (работой) 
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To be engaged in – быть вовлеченным в  
To be interested in – интересоваться 
To follow-up – доводить до конца, завершать 
To go out of smb’s way –  уйти с дороги                              
To head into any interview – погружаться в интервью 
To identify oneself – назвать себя 
To interrupt – прерывать 
To introduce oneself – представиться 
To offer – предлагать 
To show sincerity – показывать искренность 
To submit – представлять на рассмотрение 
To turn off a cell phone – выключить мобильный телефон  
 
4. Прочитайте текст Finding a Job и заполните пропуски в тексте словами 
и выражениями из рамки 
FINDING A JOB 
accept       applications        interview       job ads       recruit       selected       resume   
offered 
 
 
Esther Garcia graduated from university with a degree in 
telecommunications. But finding her first job was very 
hard. She searched all the ___1___ in the newspapers and 
on the internet. She made lots of ___2___to different 
companies. She also sent her ___3___ to all the big 
telecommunications companies. But most companies didn't 
even invite her for ___4___ . It seemed that they only 
wanted to ___5___ people with job experience. After several months, a finance 
company in Madrid ___6___Esther a place on a three-month graduate trainee 
scheme. At the end of the three months, Esther was the only person out of the ten 
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trainees to be ___7___ for a permanent job. Of course, Esther was very happy to 
___8___. 
 
5. Прочитайте информацию данную ниже и ответьте на вопрос  
How comfortable are you with the etiquette of job-hunting? 
Certain rules or protocols should guide a job-seeker’s conduct. Some people call 
these rules good manners, but more refer to them as business etiquette. By 
adhering to proper etiquette, a job-seeker can gain a perceptual edge over other 
job-seekers that can lead to a job offer. 
 
6. Вам предлагается Job-Hunting Etiquette Quiz. Прочитайте ситуации, 
подумайте и искренне ответьте (T/F) на предложенные вопросы. 
Посмотрите значение незнакомых слов в словаре  
JOB-HUNTING ETIQUETTE QUIZ  
 
1. When greeting someone for the first time, a cupped handshake (in which your 
left hand covers the normal handshake) is a good way to show my sincerity and 
interest.  
o True  
o False  
2. At an interview or meeting, it is generally necessary for me to stand only when 
a women walks into the room (regardless of my gender).  
o True  
o False  
3. At job fairs -- and other professional settings -- when I receive a business card 
from someone, I should take the time to really read the card before sticking it in 
my pocket or briefcase.  
o True  
o False  
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4. I should always turn off (or silence) my cell phone and beeper before heading 
into any interview or business meeting.  
o True  
o False  
5. In dining situations, my drinks are on my right and my bread plate is on my left.  
o True  
o False  
6. When on an on-site interview, if I get a parking ticket while at the interview, I 
can add the cost of the ticket to the expense reimbursement form I submit to the 
company.  
o True  
o False  
7. After a job interview, regardless of whether I am still interested in the job or 
not, I should always follow-up with a thank you note.  
o True  
o False  
8. A few days after a job interview, I begin calling the employer every day to see 
when a hiring decision will be made.  
o True  
o False  
9. When introducing myself at job fairs or other business settings, I should avoid 
saying anything except my name until the other person responds in kind.  
o True  
o False  
10. When I know a company I am interviewing with is having a casual day on the 
day I am interviewing, it is best to dress down for the interview.  
o True  
o False  
11. During an on-site interview, it’s okay to order a cocktail before the meal or 
wine with my meal when everyone else is drinking.  
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o True  
o False  
12. I have a great sense of humor, so it’s perfectly fine to have a humorous greeting 
on my voicemail (or answering machine) when job-hunting.  
o True  
o False  
13. When at meetings at which people are wearing name tags, the best place to put 
your name tag is on your right chest/shoulder area.  
o True  
o False  
14. When I place telephone calls to potential employers, I use a clear and confident 
voice and always first identify who I am and why I am calling.  
o True  
o False  
15. At job and career fairs it’s okay for me to walk up to a group of people engaged 
in conversation and interrupt by introducing myself.  
o True  
o False  
16. When talking on the phone with a potential employer or other business contact, 
it’s okay for me to put them on hold while I answer another phone call.  
o True  
o False  
17. I always avoid asking questions at an interview because it is rude to interrupt 
the interviewer by asking questions.  
o True  
o False  
18. During an on-site interview, when dining out, I always rest my soup spoon and 
butter knife on the saucer or plate rather than on the table.  
o True  
o False  
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19. The rules of etiquette aren’t as important in businesses that have a “laid back” 
corporate culture.  
o True  
o False  
20. No matter what type or level of job I am applying for, I always go out of my 
way to greet the receptionists and secretaries with sincerity.  
o True  
o False  
 
Результат (Scoring) :  
Whatever your score, the real purpose of this quiz has already been accomplished 
-- getting you better prepared for job-hunting.  
Number of questions you answered correctly:  
19-20: You're in great shape and should do well in your job search. 
17-18: You're in good shape, though you need to do some polishing of your 
etiquette. 
15-16: You're in need of doing some real work to get a better understanding of 
business etiquette. 
Under 15: You're in need of spending a lot of time learning the details of business 
etiquette. 
 
Просмотрите текст Career and Job Fair Do's and Don'ts и найдите 
английские эквиваленты следующих слов и фраз 
1) ярмарка вакансий – 
2) исключать, игнорировать –  
3) вербовать, нанимать – 
4) менеджер по приему на работу –  
5) выгода, польза – 
6) опыт работы – 
7) навык –  
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8) способность –  
9) быть запуганным, испугаться –  
10) сортировать потенциальных кандидатов –  
11) жевать жевательную резинку – 
12) ёрзать –  
13) предыдущая работа –  
14) начальник – 
15) зарплата –  
 
7. Прочитайте текст и обратите внимание на советы, 
которые дает Рэндал Хэнсэн для успешного прохождения   
испытаний при поиске работы 
Dr. Randall S. Hansen is founder of Quintessential Careers, one 
 of the oldest and most comprehensive career development sites  
on the Web. 
CAREER AND JOB FAIR. DO'S AND DON'TS 
Here are the keys to successfully navigating a career or job fair. Follow 
these simple rules and you should achieve success in this important strategic tool 
of job-hunting.  
• Do have a specific strategy for maximizing your time at the event. And don't 
bother spending time with recruiters from companies that do not interest you.  
• Do pre-register for the event, and do attempt to get the list of attending 
companies before the career fair.  
• Don't eliminate companies because they are recruiting for positions outside your 
field; take the time to network with the recruiter and get the name of a hiring 
manager for your particular career field.  
• Do attempt to research basic information about each company you hope to 
interview with at the job fair. A common career fair question from recruiters is, 
“Why do you want to work for our company?”  
• Don't just drop your resume on the recruiter's table and walk off.  
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• Do prepare a one-minute “commercial” that focuses on the unique benefits you 
can offer the employer - your unique selling proposition. And do be prepared for 
common interview questions.  
• Do be prepared to talk about your work experiences, skills, and abilities.  
• Don't be afraid or intimidated by the recruiter; he or she is there to do a job -- to 
meet and screen potential candidates.  
• Do have a few questions prepared for each recruiter, but don't ask questions that 
any good job-seeker should already know, such as “What does your company do?”  
• Do say the recruiter's name several times during your conversation, even if you 
have to keep glancing at the recruiter's nametag. And do get a business card (or at 
least contact information) from each recruiter.  
• Don't forget to eliminate such bad habits as playing with your hair, chewing 
gum, fidgeting, rocking from side-to-side, acting distracted, rubbing your nose, etc.  
• Do remember all the keys to successful interviewing, including a firm handshake, 
 a warm smile, eye contact, and a strong voice.  
• Don't use filler words such as "um", "like", "you know."  
• Do bring enough copies of your resume to the career fair. And do bring different 
versions of your resume if you are searching for different types of jobs.  
• Do take advantage of the time you have to build rapport with each recruiter, but 
don't monopolize their time.  
• Don't ever just walk up to a booth and interrupt a current conversation; wait your 
turn and be polite.  
• Do dress professionally -- conservative is always the safe choice. And do wear 
comfortable shoes.   
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• Don't waste the opportunity to network, not only with the recruiters, but with 
fellow job-seekers and other professionals in attendance at the career fair.  
• Don't ever say anything negative to the recruiter about your college or previous 
jobs, companies, or supervisors.  
• Do be sure to ask about the hiring process of each company, but don't ask too 
many questions about salaries, vacation time, and other benefits.  
• Do take the initiative and ask about the next step in the process. And do be 
prepared to follow-up all job leads.  
• Do be sure to follow-up with each recruiter. Some experts say to call and leave a 
message on their voicemail right after the job fair, but at a minimum you should 
send each recruiter a thank you letter.  
 
8. Ответьте на вопросы, данные к тексту Career and Job Fair. Do's and 
Don'ts 
1) What is a common career fair question from recruiters? 
2) What should a candidate be ready to talk about? 
3) What bad habits should a candidate forget? 
4) Why is it better to dress professionally? 
5) What questions is better not to ask? 
 
10. Прочитайте текст Career and Job Fair. Do's and Don'ts еще раз. 
Определите какое из утверждений является истинным (T) или ложным 
(F). Отметьте варианты ответов   
 T F 
1) It is better to get the list of attending companies, before the 
career fair 
  
2) A candidate should ask as many questions as possible about 
the company he is going to work for. 
  
3) A candidate should ask all questions about salaries, vacation 
time, and other benefits. 
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4) A candidate should never take the initiative in the process of 
recruiting. 
  
5) A candidate should follow-up with each recruiter.   
 
 11. Собеседование является одним из 
наиболее важных моментов при устройстве на работу. Прочитайте текст 
Styles of Interviewing и переведите слова данные в скобках на английский 
язык. Повторите слова из 3 и 6 заданий 
STYLES OF INTERVIEWING 
The two styles of interviewing used by companies today are the traditional 
job interview and the behavioral interview.  
 The traditional job interview uses broad-based questions such as, "why do you 
want to (1. работать на эту компанию)," and "tell me about your (2. сильные и 
слабые стороны)." Interviewing success of failure are more often based on the (3. 
способность) of the job-seeker to communicate than on the truthfulness or content 
of their answers. (4. работодатели) are looking for the answer to three questions: 
does the job-seeker have the (5. навыки) and abilities to perform the job; does the 
job-seeker possess the enthusiasm and work ethic that the employer expects; and 
will the job-seeker be a team player and fit into the organization.  
 The behavioral job interview is based on the theory that past performance is 
the best indicator of future (6. поведение), and uses questions that probe specific 
past behaviors, such as: "tell me about a time where you confronted an unexpected 
problem," "tell me about an (7. опыт) when you failed to (8. достигать цели)," 
and "give me a specific example of a time when you managed several projects at 
once." Job-seekers need (9. готовиться) for these interviews by recalling scenarios 
that fit the various types of behavioral interviewing questions. Expect interviewers 
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to have several follow-up questions and probe for details that explore (10. все 
аспекты) of a given situation or experience. Recent college grads with (11. 
маленький опыт работы) should focus on class projects and group situations that 
might lend themselves to these types of questions. Hobbies and volunteer work 
also might provide examples you could use. Job-seekers should frame their 
answers based on a four-part outline: (1) describe the situation, (2) discuss the 
actions you took, (3) relate the outcomes, and (4) specify what you learned from it. 
 
12.  Чтобы добиться успеха при собеседовании Ричард Хэнсэн советует 
придерживаться основных правил. Прочитайте и переведите их. 
Заполните таблицу  Job Interviewing Do's / Job Interviewing Don'ts 
 
Job Interviewing Do's Job Interviewing Don'ts 
  
  
 
JOB INTERVIEWING DO'S AND DON'TS 
 
Here are the keys to successful job interviewing. Follow these simple rules 
and you should achieve success in this important phase of job-hunting.  
1. Take a practice run to the location where you are having the interview -- or be 
sure you know exactly where it is and how long it takes to get there.  
2.  Research and know the type of job interview you will be encountering.  
3. Prepare and practice for the interview. 
4. Memorize or over-rehearse your answers.  
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5. Arrive about 10 minutes early.  
6. Chew gum during the interview.  
7. Fill in a a job application fill it out neatly, completely, and accurately.  
8. Bring extra resumes to the interview. 
9.  Have a limp or clammy handshake! 
10.  Remember body language and posture. 
11. Tell jokes during the interview. 
12. Make good eye contact with your interviewer(s). 
13. Show enthusiasm in the position and the company.  
14. Smoke, even if the interviewer does and offers you a cigarette. 
15. Act as though you would take any job or are desperate for employment.  
16. Say anything you want about former colleagues, supervisors, or employers. 
17. Answer questions truthfully, frankly and succinctly. 
18. Bring up or discuss personal issues or family problems. 
19. Conduct yourself as if you are determined to get the job you are discussing. 
20. Answer cell phone calls during the interview. 
21. Show what you can do for the company rather than what the company can do 
for you. 
22. Inquire about salary, vacations, bonuses, retirement, or other benefits.  
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23. Close the interview by telling the interviewer(s) that you want the job and 
asking about the next step in the process.  
24. Write thank you letters within 24 hours to each person who interviewed you.  
 
13. Прочитайте тексты Career and Job Fair Do's and Don'ts и Job 
Interviewing Do's and Don'ts еще раз. Заполните таблицу  
A Candidate’s Does A Candidate’s Don’ts 
  
 
14. Согласитесь или опровергните утверждения коллег относительно 
того, что можно и чего нельзя делать при устройстве на работу. 
Используйте следующие фразы согласия (AGREEMENT) и несогласия 
(DISAGREEMENT) 
AGREEMENT DISAGREEMENT 
 I agree with you 
 I think so 
 You are right 
 That’s right 
 I disagree with you 
 I can’t agree with you 
 You are wrong 
 Of course not 
15. Вам предлагается Quintessential Careers Job Interviewing Quiz. 
Прочитайте ситуации, подумайте и искренне ответьте (T/F) на 
предложенные вопросы. Посмотрите значения незнакомых слов в 
словаре 
 
QUINTESSENTIAL CAREERS JOB INTERVIEWING QUIZ 
 
1. Which of the following is not one of the suggested strategies for preparing for 
your job interview:  
a. conduct research on the company/industry  
b. prepare answers to possible interview questions  
c. gather key resources (extra resumes, reference list) to take with you  
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d. plan to ask about salary and benefits at the beginning of the interview  
2. True or false: Wearing a formal suit is always the safest “dress for success” 
attire.  
a. true  
b. false  
3. True or false: Being the most qualified candidate for the position just about 
guarantees you will get the job.  
a. true  
b. false  
4. The STAR (situation, task, action, results) Technique refers to a tool you should 
consider using for developing answers to what type of interview questions?  
a. traditional/conventional  
b. psychological  
c. behavioral  
d. historical  
5. True or false: Greeting the receptionist/assistant when you arrive and treating 
him or her with respect is an important key to your success.  
a. true  
b. false  
6. Which part of the interview is the most important?  
a. first minute  
b. answers to the "toughest" questions  
c. final minute  
d. the whole time  
7. What are three most important keys to success in interviews?  
a. good cologne, nice smile, fresh breath  
b. making eye contact, showing enthusiasm, speaking clearly  
c. fresh breath, nice smile, making eye contact  
d. developing rapport, good posture, fresh breath  
8. It’s best to arrive how early before an interview?  
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a. 1 hour  
b. 30 minutes  
c. 10 minutes  
d. 1 minute  
9. True or false: You should use only examples from your actual work experience 
to answer the question during a job interview.  
a. true  
b. false  
10. The best thing to do in an interview when you get a question that stumps you 
temporarily is:  
a. sit there and just stare at the interviewer  
b. keep saying, "good question, good question"  
c. respond with, "I just really can’t answer that"  
d. paraphrase the question while giving yourself time to think  
11. True or false: Taking detailed notes in an interview is an accepted practice.  
a. true  
b. false  
12. When the interviewer asks you the question, "tell me about yourself," s/he 
really wants what in response?  
a. a 10-minute detailed story of your life, from birth to present  
b. a concise narrative of your personal and professional background and goals and 
how they relate to the job at hand  
c. a short narrative of your personal life, leaving nothing to the imagination  
d. a long-winded account of your last vacation  
13. How should you respond to the question, "where do you see yourself in five 
years?"  
a. "I just want to be at a place in my life when I’m happy with who I am -- the job 
I’m doing would have to support that."  
b. "I could see myself starting my own business."  
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c. "I would hope I am still with this organization in a position of increased 
responsibility, making a vital contribution to its success."  
d. "I just want to have a steady income that I am satisfied with and that allows me 
to be financially independent."  
14. The best way to answer the question, "Why do you want to work for our 
company," is by saying:  
a. "You’ve been the market leader for the past five years because of the reputation 
of your products and quality of customer satisfaction and I would like to contribute 
my services to continue the organization’s successes."  
b. "You’ve been the market leaders for the past five years, and I think it would be 
really great for my career to work for your organization."  
c. "I love the fact that I can dress in jeans every day and that the office is only a 
five minute bike ride from the beach."  
d. "I’m really attracted by the great salary and benefits your company offers."  
15. True or false: If you’re asked to discuss your current boss, whom you dislike, 
you should tell the truth about him.  
a. true  
b. false  
16. If you are returning to the workforce or have gaps in your employment history 
and are asked about what you were doing during that time, you should:  
a. talk about volunteering or consulting work you completed  
b. mention that being a parent takes top priority in your life  
c. discuss the long mourning period over the loss of a loved one  
d. state that you tend to need breaks between jobs  
17. True or false: No matter what, you should always ask a question when the 
interviewer asks if you have any questions about the job or the company.  
a. true  
b. false  
18. Which of the following is not one of the most common mistakes job-seekers 
make during job interviews:  
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a. limp, clammy handshake  
b. over-emphasis on money  
c. lack of interest and enthusiasm  
d. too much knowledge of the company  
19. True or false: At the end of the interview, you should always ask about the next 
step in the process.  
a. true  
b. false  
20. As soon as you get back from the interview, you should:  
a. put your feet up and relax, knowing you did a great interview  
b. spend hours kicking yourself for some poor answers you gave  
c. immediately fire off thank you letters to each person who interviewed with you  
d. quit your current job in anticipation of a new job offer  
 
Scoring :  
Number of questions you answered correctly:  
19-20: You're in great shape and should do well in job interviews. 
17-18: You're in good shape, though you need to do some polishing of your 
interviewing tactics. 
15-16: You're in need of doing some real work to get a better understanding of job 
interviewing. 
Under 15: You're in need of spending a lot of time learning about the job 
interviewing process. 
16. Представьте, что вы имеете большой опыт по устройству на работу. 
Ваш друг обратился к вам за советов. С помощью текста, предложенного 
ниже, попытайтесь обсудить возможные варианты ваших действий при 
устройстве на работу 
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.                                                                                                         
1. Finding a new job should not take any longer than one month.  
2. You should always avoid paying an employment agency in order to get the best 
job leads.  
3. The best way to find a job is looking through want ads and job postings.  
4. Networking is an important activity when you're already employed.  
5. Internet job-hunting is the wave of the future and should comprise the majority 
of your job-hunting time.  
6. A scannable or text-based resume is just a stripped down version of your regular 
(formatted) resume.  
7. Your (formatted) resume should be no longer than one page in length.  
8. Using action verbs should be a key part of writing your resume and cover letters.  
9. You don't always need to send a cover letter with your resume when applying 
for a job.  
10.You should follow-up your cover letters with a phone call to the employer.  
11.Sending thank you letters to every person you interview with is a nice gesture, 
but not really necessary.  
12.What you wear and how you look has an impact on job interviews.  
13.It is extremely important to prepare for interviews by preparing questions to ask 
as well as preparing answers to questions you may be asked.  
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14.A basic knowledge of a company and the industry (or industries) it operates in 
is not crucial when job-hunting.  
15.Once you've been offered the job, you can start negotiating your salary.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
UNIT 3 
 THE ART AND SCIENCE 
OF RESUME WRITING 
 
1. Прочитайте и переведите с помощью словаря наиболее часто 
задаваемые вопросы по поводу резюме. На какие из них вы можете 
ответить? Какие из них вызывают затруднение?  
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I. RESUME BASICS  
1. What is the purpose of a resume?  
2. What are the absolute, unbreakable rules of resume writing?  
3. What about "breakable rules" of resume writing?  
4. Do I need more than one version of my resume?  
5. If  I've never created a resume before, how do I get started?  
6. What are the most important aspects of a resume, and how can I remember 
them?  
II. RESUME COMPONENTS  
7. What should be included on a resume?  
8. There's nothing tricky about listing my name, is there?  
9. What if my name is hard to pronounce or it fails to clarify my gender?  
10. How should I list my address?  
11. What other contact information do I need?  
III. ELEMENTS TO SHARPEN A RESUME'S FOCUS  
12. Why does a resume need to be sharply focused?  
13. How can you sharpen the focus of your resume?  
14. Should I include my career objective on my resume?  
15. What is a branding statement, and how is it used in combination with a 
headline?  
16. What about a Profile, Skills Profile, Qualifications, or Resume Strengths 
section?  
17. What are keywords and how should I use them in my resume?  
18. What is the Resume Ingredients Rule?  
19. What kinds of Licenses or Certifications should I list?  
IV. EDUCATION AND EXPERIENCE  
20. What goes first education or experience?  
21. What should I always list under the Education section?  
22. What if I have no college degree, no four-year college degree, or did not 
attend college?  
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23. Should my other major heading be "Employment" or "Experience?"  
24. Should the Experience section be further broken down into subsections?  
25. How should my jobs be listed under the Experience section?  
26. Should I list company names first or job titles first?  
27. How should I list what I did in each job?  
28. How do I handle multiple jobs with the same employer?  
29. How far back should I go in my job history to avoid age discrimination?  
30. What if a former employer no longer exists or has changed its name?  
31. What are transferable skills, and what is their significance on a resume?  
32. How do I handle employment gaps?  
33. How can I avoid appearing to be a job-hopper?  
34. What if I have no paid experience?  
35. Which transferable skills are most in demand by employers?  
36. Why and how should accomplishments and achievements be incorporated in 
the Experience section?  
37. What are Situation > Action > Results statements?  
38. What is the significance of quantifying on a resume?  
39. What is parallelism, and what is its significance on a resume?  
V. OTHER RESUME SECTIONS AND FINE-TUNING  
40. What other sections could my resume include?  
41. Should I list Hobbies and Interests?  
42. Should I list References on my resume?  
43. How should I handle references?  
44. Should I use the line: "References available upon Request?"  
VI. SPECIAL SITUATIONS  
45. How can I position myself for a career or industry change?  
46. How do I handle relocation?  
47. As an entrepreneur transitioning back to the workplace, how can I make the 
most of my resume?  
48. How can I ensure my resume will be kept confidential?  
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VII. DESIGN AND MECHANICS  
49. How many pages should my resume be?  
50. What are the most important design elements for a resume?  
51. What kind of paper should I use?  
52. How should I duplicate my resume?  
53. How should I mail my resume?  
54. How can I make sure I've covered all the bases with my resume?  
55. Should I hire a professional resume writer?  
2. Прочитайте информацию об особенностях составления резюме на 
русском языке. Ответьте на следующие вопросы 
1) Is it hard to write a good resume? 
2) What is Curriculum Vitae (CV)? 
3) Is there any difference between CV and resume? 
4) Have you ever written CV? 
5) Did your resume do a good job of "selling" your qualifications?  
6) Was it up to today's standards? 
СОСТАВЛЕНИЕ РЕЗЮМЕ 
Написать резюме очень трудная задача, несмотря на то, что вы знаете о 
себе все, а также основную информацию о работодателе. Поэтому, не 
бойтесь потратить три-четыре дня на обдумывание и составление чернового 
варианта вашего резюме. Итак.... 
1. Curriculum Vitae в переводе с латинского на русский означает «жизненный 
путь».  
2. Существует два вида резюме – краткое и подробное. В кратком 
описывается только имя, год и место рождения, образовательные ступени, а 
также места работы в хронологическом порядке. В большинстве случаев, 
серьезного работодателя краткое резюме не устраивает и, поэтому, 
необходимо готовить подробное. О нем и пойдет речь далее. 
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3. Одно из самых важных правил написания резюме – никогда не 
скромничайте! Европейцы уже делают скидку при рассмотрении резюме, что 
процентов на двадцать вы себя перехвалили, потому что местные жители не 
стесняются переоценивать свою квалификацию и опыт. Пишите не стесняясь 
все хорошее и полезное, чем Вы владеете. Сделайте резюме впечатляющим.  
4. Используйте общепринятый формат написания резюме. Голландец, и так с 
подозрением относящийся ко всем выходцам из восточной Европы, будет 
глубоко потрясен вашей самодеятельностью в основном документе и вряд ли 
захочет познакомиться с такой черезвычайно творческой личностью.  
5. Разделы в резюме, сообщающие о ваших сильных сторонах, ставьте ближе 
к началу. Допустим, если у вас есть серьезный опыт работы, релевантный 
вакансии, ставьте раздел Working Experience перед разделом Education. И 
наоборот, если опыт работы мал, вам необходимо сделать гвоздем ваше 
образование, поставив раздел Education впереди. Внимание человека 
рассеивается по мере чтения документа, поэтому, поставив ваши сильные 
стороны вначале, вы можете быть уверены, что вас оценят. 
6. Не бойтесь указывать ваши хобби в резюме. Начальники хотят видеть в 
работнике прежде всего человека, а не робота, выполняющего 
высококвалифицированную работу. Поэтому, перечисление (краткое) ваших 
хобби не вызовет негативных эмоций у рассматривающего, а вот на 
появление позитивных вполне можно рассчитывать.  
7. Указывайте в резюме личные карьерные цели по максимуму. Иногда 
взлетность карьеры в компании зависит и от масштаба глобальных личных 
целей, которые вы указали при приеме на работу. 
8. И, наконец, самый последний совет – документы лучше подавать лично 
(особенно это касается поступления на обучающие программы). 
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3. Прочитайте и переведите текст Resume Strategies. Что нового вы 
узнали о том, как надо составлять резюме? 
 
RESUME STRATEGIES 
 
How to Use Your Resume Effectively  
A good resume is an important job search tool. But like any tool it is only as 
good as the person using it. Much has been said about selling your employment 
skills to a prospective employer. What it takes to accomplish this is job search 
skills. It is not enough to have the employment skills that an employer desires if 
you do not have the ability to market them.  
Now that you have perfected your resume, there are some guidelines for 
using it effectively. Job search strategies range from the simple and common to the 
innovative and complex. Following are some of the more common strategies and 
guidelines. The successful job seeker will master these skills.  
Give your resume to:  
• Job Service  
• Employers with advertised job openings  
• Employers with no advertised job openings  
• Private and public employment agencies  
• Vocational and college placement offices  
• Personal and professional networking contacts  
• Your references  
• Executive recruiters  
Tips for using your resume:  
9 Resumes should be sent to a person by name. Avoid sending the resume to a job 
title such as "Production Manager." It will take an extra effort, but do your 
research and find out the name and title of the appropriate person to whom your 
resume should be sent.  
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9 If you are asked to send your resume to Personnel or Human Resources, do so. 
Then also send a resume to the person in charge of the department in which you 
want to work. Most of the time Personnel does the screening; it is the department 
manager who is the final hiring ority.  
9 When mailing your resume always send it with a cover letter. Never send it by 
itself. • Mass mailing your resume to many employers, hoping that a couple of 
them will get someone's attention, is not an effective strategy. The statistics are 
that for every 1000 resumes you send to an employer by name you can expect to 
get 2 interviews. Additionally, an accepted standard is that for every 10 interviews 
you will receive 1 job offer.  
9 Look for ways to target your resume to the specific needs of the employer. This 
can be accomplished with a targeted resume strategy or through the cover letter. It 
requires some research before sending the resume but it will pay off in an 
increased number of positive responses.  
9 When researching an employer or employment agency, among other important 
information, find out if they use a resume scanning system. If they do, it will help 
you prepare your resume for presentation.  
9 Always precede or follow up the sending of your resume with a phone call to 
the employer. Be courteous and professional and sell your qualifications. Be sure 
to ask for an interview. Send your resume to the employer even if they are not 
hiring. You never know what the future will bring.  
9 When directly contacting employers, always have a copy of your resume 
available and take the initiative to offer it to them.  
9 When applying for a job with an employment application you may want to 
attach your resume. The resume will add impact and should complement the 
application. If you are asked to fill out an application, never write on it "See 
resume." Take the time to fill out the application completely.  
9 Applying for jobs by resume can be an effective strategy to overcome 
employment barriers. The resume should paint the best picture of you, while the 
application may paint the worst.  
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9 Give a copy of your resume to your references. It provides them with 
information about you and will help them to talk to an employer about your 
qualifications.  
9 Give a copy of your resume to all networking contacts. It is an excellent ice 
breaker to use the resume as a center for discussing your qualifications. Ask your 
contacts to critique your resume.  
9 Always bring extra copies of your resume to an interview.  
9 Finally, Follow-up, Follow-up, Follow-up!  
It is no use mailing resumes if you do not take the time to follow up on your 
efforts. If you are not getting responses or interviews from your resume, you may 
want to reevaluate it. The true test of an effective resume is that you are offered 
interviews 
 
4. Изучите предложенный план по составлению резюме. Внесите свои 
коррективы, если таковые имеются. 
 
 
 
 
Curriculum Vitae  
Format 
Your Contact Information 
Name 
Address 
Telephone 
Cell Phone 
Email  
Personal Information 
Date of Birth 
Place of Birth 
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Citizenship 
Visa Status 
Gender 
Optional Personal Information 
Marital Status 
Spouse's Name 
Children  
Employment History 
List in chronological order, include position details and dates 
Work History 
Academic Positions 
Research and Training  
Education 
Include dates, majors, and details of degrees, training and certification  
High School 
University 
Graduate School 
Post-Doctoral Training 
Professional Qualifications 
Certifications and Accreditations 
Computer Skills  
Awards  
Publications  
Books  
Professional Memberships  
Interests 
 
5. Прочитайте резюме Dario Quintavalle, данное ниже. Найдите его 
положительные и отрицательные стороны 
  
 172
CURRICULUM         VITAE 
  
Name: Dario Quintavalle 
 
Bio: 
Born Rome, Italy, April 7th 1966.  
Italian National. Single. Childless.  
 
Education and trainings: 
Laurea (BA+MA) in Law at University of Rome "La Sapienza" 
Master in IT and Public Management at Bologna University 
Certificate in Security Policy at Geneva Center for Security Policy 
Master in Public Management at Italian Civil Service College 
Training as Navy Officer at Leghorn Navy Academy 
 
 
General Professional experience: 
Senior Executive, rank Director Junior Grade, of the Ministry of Justice, Italy.  
Two international experiences: as Detached National Expert to the European 
Commission, DG Transport and Energy, Maritime Security and International 
Relations Unit (TREN-G1); as trainee in Security Policy in Geneva at GCSP.  
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Six and a half years of professional experience on field with court administration 
of whom 3 as Court Manager at Public Prosecutor’s Office of Frosinone (Rome) 
and one as Court Manager at General Prosecutor’s Office of Rome (Procuratore 
Generale);  
 
Currently: Court Manager to "Tribunale di Sorveglianza di Roma" (Parole and 
Probation High Court of Rome)  
(2002-present) 
 
My current Job at Ministry of Justice :  
As a Court Manager, my position involves administrative, managerial, and public 
relations work, with the responsibility for planning, organizing, staffing, 
coordinating, directing, and evaluating the administrative functions of a 
Jurisdictional Office of the Italian Republic (be it of the Judicial or the 
Prosecutorial branch), in strict coordination with a President of a Court or a Chief 
Prosecutor.   
 
 
As chief of human resources:  
• I have the responsibility of supervisioning and training a work force of around 
200 people including state employees (court’s clerks), judiciary police, and 
contract (and volunteer) personnel performing supervisory, technical, casework, 
security, and clerical functions. Occasionally, I may also be in charge of selecting 
and hiring people directly for temporary jobs.  
• I have disciplinary power over all civil servants depending from the Ministry of 
Justice, for all misdemeanours, in the name of the Ministry.  
• I’m as well responsible of occupational safety and health administration (Law 
626);  
• I’m the chief negotiator with Trade Unions for all local matters. 
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My administrative duties involve the responsibility of ensuring:  
• the use of appropriate and up-to-date technology and logistics;  
• the maintenance of accurate court records;  
• the timely scheduling and preparation of court hearings;  
• the preparation, distribution and filing of court documents such as notices of 
decision, court orders and verdicts; 
• the military security of the court buildings. 
 
As financial and fiscal agent I’m in charge:  
• of the payment of justice expenses (reimbursement of witnesses, judicial police, 
experts, forensics, wiretappings) of which I’m responsible directly to the National 
Court of Auditors, and of the collection of justice fees.  
 
My public relations work include: 
• ensuring the provision of courteous and professional assistance to all who use 
the court; 
• representing my Office in maintaining effective working relationships with 
other Jurisdictional offices, the Bar, law enforcement agencies, representatives of 
the media, prison officers and social service agencies, local authorities such as the 
Mayor and the Government’s Provincial Representative (Prefetto);  
• receiving foreign delegations and preparing the ceremony of the opening  of the 
Jurisdictional Year, ensuring the respect of the Protocol.  
 
As local representative of the Ministry of Justice:  
• My offices are also administrative branches of the MoJ on the territory, and as 
such, I have the duty to enforce orders of the Central Administration, and to 
provide citizens the issuing of public certifications.  
• Occasionally, I may also superintend the organisation of public access exams for 
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Barristers and Solicitors.  
• My position requires that I regulate and discipline the activity of my offices with 
Executive Orders, which are given by law Regulatory Power and can only be 
challenged in an Administrative Court.  
 
European Commission (2001) 
In 2001 I served as Detached National Expert (END) at the 
European Commission, DG TREN (Directorate General for 
Transport and Energy), in the team of M. Michaux, Head of 
the Maritime Policy and International Relations Unit. (TREN-G1). The mission of 
the Unit is to take care of the International Maritime Relations. One of my duties 
was to study the provisions of the draft Maritime Agreement between EU and 
China. 
  
Trainings:   
"The European Senior Civil Servant" course 
In March 2008. I had the opportunity to represent MoJ in the first 
pilot training course of the European Senior Civil Servant project, 
which is an initiative implemented within the framework of the 
Agreement between the Dipartimento della Funzione Pubblica (Italian Department 
of Public Administration) and the Scuola Superiore della Pubblica 
Amministrazione - SSPA (Italian Civil Service College), entitled “The promotion 
of coordinated initiatives to implement the Lisbon 2000 objectives for training 
senior civil servants from the Italian State and other European Union countries”. 
It follows the positive experience of the Patent Project (Public Administration 
Training European Network for the Harmonization of Training Approach) funded 
by the Leonardo Da Vinci programme of the European Commission.  
The aim of the project is to develop shared knowledge, key skills and competences 
among middle rank civil servants of National Public Administrations in order to 
increase and improve collaboration and civil servants mobility within the European 
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Union countries. 
Training included an e-learning part from Feb. 1st to 29th 2008, followed by an 
intensive 5-days course in Caserta  Italy in the period from March 3rd to 7th 2008 
(24 hours e-learning followed by 27 hours in-class). 
Germany, Greece, France, Bosnia Herzegovina, Macedonia, Albania, Uk, Poland, 
and several departments of the Italian Governemnt sent their participants, for a 
total of 27.  
The training was organized by a consortium of the following institutions:  
1. London School of Economics and Political Sciences (UK) 
2. National School of Government (UK) 
 
The International Training Course in Security Policy 
In 2004 I was nominated by my government to take part to the nineteenth 
International Training Course in Security Policy (ITC19), held at the Geneva 
Centre for Security Policy (GCSP), representing the Ministry of Justice of Italy. 
The course took place from the 4th October 2004 to 27th May 2005. There were 30 
participants from 25 countries. The primary activity of the GCSP is to provide 
expert training in comprehensive international security policy for midcareer 
diplomats, military officers and civil servants. The ITC is an intensive 8 month 
course about the most important aspects of current international security policy.  
  
 
 
Scuola Superiore di Pubblica Amministrazione 
Between 1999 and 2001 I was a Senior Executive trainee at 
the Italian Civil Service College, which is a top-level 
cultural and training school for high ranking civil servants, 
directly dependant from the Office of the Prime Minister, of whom it is a special 
branch. Through an extremely selective national competition, I was awarded a 
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bursary to attend a 30-month fast stream experimental program of studies to enter 
Civil Service directly as Senior Executive with rank Director 
Languages: 
• English (fluent) 
• French (fluent) 
• German (basic) 
• Russian  (basic) 
 
Honors:  
On December 27th, 2007, following a proposal from the Ministry of 
Justice (english translation), I was awarded by the President of the 
Republic the Cross of Knight of the Order of Merit of the Italian Republic 
(Cavaliere Ordine al Merito della Repubblica Italiana) for contributions in the field 
of public service. See my page on the website of the Presidency of the Republic.  
 
Key Qualifications: 
• Managerial and leadership experience in the private and public sector, both on 
national and international level. 
• Some experience with entrepreneurial start-up  
• Organisational and planning skills 
• Familiarity with IT 
• Effective communication skills, fluency in written and spoken English and 
French 
• Ability to work cross-culturally 
• Willingness to travel extensively 
• Ability to relocate when necessary in any foreign country 
 
Goals:  
My aim is to develop my career in the International relations sector, focusing in the 
 178
field of the Administration of Justice, Human Rights, International Humanitarian 
Law, European and Euromediterranean cooperation. This field has an enormous 
growing expectance, and offers a wide number of opportunities for people with 
managerial and legal skills trained with a cross-cultural and multidisciplinary 
approach. 
 
6. Прочитайте текст 5 Steps to Resume Success и заполните пропуски 
словами и выражениями из рамки 
benefit       achievements       specific tips    skills     relevant       improve  
summarize     screening process      desired job      versions       earned  
leadership qualities     hire       experience                     
  
5 STEPS TO RESUME SUCCESS 
Listed below are some ___1___ that will get your resume successfully 
through the ___2___ and make it more appealing to potential employers. 
There are 5 steps to resume success. 
Targeting 
One of the easiest ways to ___3___ your resume is to ___4___ your qualifications 
at the top of the page. This keyword-based profile should position you for your 
___5___ and focus on your job target's "core competencies" and critical keywords.  
When this summary is done right, your resume will not only be keyword optimized, 
but it will "sell" you more effectively to the human reader. If you have a diverse 
background, you'll ___6___ by preparing different ___7___ of your resume – each 
one aimed toward a different job target. Most employers prefer to ___8___  
specialists, not "jacks-of-all-trades," so edit your resume accordingly. When 
deciding whether a particular item should be included, ask yourself: "Is this 
information ___9___? Does it verify or support my ability to contribute to an 
employer's operation?" If not, take it out. 
 Sequencing  
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Since you only have a few moments to get potential employers' attention, the 
sequence of your information is critical. For example, if you have recently 
___10___ a college degree, your "Education" section should be placed near the top 
of the page. If your education is less impressive than your ___11___, place it at the 
bottom. If you have limited experience, you may want to include volunteer work or 
other activities that demonstrate organizational ability, ___12___, and other 
transferable job ___13___.  
Accomplishments 
Your resume should prominently highlight ___14___ and awards related to your 
career or recent academic performance. Employers are naturally attracted to high 
achievers (i.e., those who are willing to "go the extra mile"), so don't hesitate to 
describe your accomplishments or involvement in special projects. If there was 
ever a time to toot your own horn, this is it!  
Resume Strategy 
Deciding which type of resume is best for you can be a difficult task.  
 
7. Прочитайте текст Steps to Resume Success еще раз и дайте краткую 
характеристику каждого шага 
8. Прочитайте текст Types of Resume и назовите особенность каждого 
вида резюме 
TYPES OF RESUME 
The CHRONOLOGICAL RESUME is the standard, traditional format. It 
focuses primarily on employment history and presents your work experience in 
reverse chronological order. This type of resume is ideal if your job listings are 
impressive, your employment history is linear, and your current position is directly 
related to your career path. Because of their straightforward nature, chronological 
resumes are typically favored by recruiters and hiring managers.  
FUNCTIONAL RESUMES focus on transferable skills and de-emphasize 
individual positions, job duties and employment dates. Functional styles are 
frequently used by job seekers who have "holes" in their work history or want to 
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make a career change. Their use should be carefully weighed, though, as some 
employers consider them "less credible" than traditional resumes with a blow-by-
blow employment history. 
For many, the best approach is a COMBINATION RESUME with a 
functional summary and a chronological work history. This strategy is 
advantageous for most job seekers – and if done properly, allows employers to 
quickly see how your background qualifies you for the position. A combination 
resume also provides additional flexibility if you have multiple objectives, as the 
summary can be rewritten and "slanted" toward the skills you want to emphasize.  
 
9. Воспользуйтесь адресами сайтов, предложенных ниже, чтобы 
обогатить свои знания в области написания резюме 
 
Resume-writing and resume strategy quizzes to test your knowledge about 
resumes. 
Resumes are a fundamental tool for every job-seeker, yet we still see so many 
poorly written resumes. How strong is your resume? Put it to the test! And while 
you're at it, test your resume strategy skills as well!  
• Resume Writing Quiz: Entry-level Job-Seeker/New Graduate  - new graduates 
and other younger job-seekers often struggle a bit in developing a strong resume. 
How confident are you in your resume-writing abilities? Take this quiz and test 
your resume-writing prowess.  
• Resume Writing Quiz: Experienced Job-Seekers  - even experienced job-
seekers may not be current on the latest trends and developments in resume 
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writing. How confident are you in your resume-writing abilities? Take this quiz 
and test your resume-writing prowess.  
• Resume Writing Quiz: Career Changers - career-changers face some tough 
decisions when developing your resume for your new career field. How confident 
are you in your resume-writing abilities? Take this quiz and test your resume-
writing prowess.  
• Resume Strategy Quiz - it's one thing to know how to write a good resume, but 
once you've developed a solid resume, do you know how best to use it? Take our 
challenge and test your knowledge of resume strategy!  
• Could You Benefit from a Professional Resume Writer? An Assessment for 
Job-seekers - wondering if you would be better served by having a professional 
resume writer help you perfect your resume? Find out if a resume professional can 
help you by taking this assessment.  
10. Используя информацию, полученную по искусству            
написания резюме, напишите свое собственное резюме 
PART 5 
BUSINESS 
CORRESPONDENCE 
 
 
 
 182
 
 
 
 
СПОСОБЫ И СРЕДСТВА ДЕЛОВОЙ КОММУНИКАЦИИ 
(ОБЩЕНИЯ)  
В настоящее время используется два способа деловой коммуникации 
для ведения успешных деловых операций: устная коммуникация 
(телефонные разговоры или личное общение деловых партнеров) и 
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письменная коммуникация — обмен деловой информацией между деловыми 
партнерами в письменной форме (служебные записки, письма, телеграммы, 
сообщения и т.п.). Что касается средств деловой коммуникации в пределах 
фирмы (предприятия, организации), то к ним относятся прежде всего 
телефонные разговоры, личное общение сотрудников, а также письменные 
сообщения в форме служебных записок. 
       СЛУЖЕБНАЯ ЗАПИСКА / MEMORANDUM 
Это сообщение одного лица, адресованное другому лицу или нескольким 
лицам в пределах одной фирмы, написанное с целью запроса информации и 
предоставления информации, запроса о планах и решениях и 
информирования о планах и решениях. 
A memorandum or memo is a note or communication that aids the memory by 
recording events or observations on a topic, such as may be used in a business 
office. The plural form is either memoranda or memorandums. A memorandum 
may have any format, or it may have a format specific to an office or institution. 
Задание 1. Внимательно рассмотрите служебную записку (рисунок 1), ее 
структуру, расположение ее составных элементов 
Задание 2. Переведите служебную записку на русский язык. При 
необходимости пользуйтесь англо-русским словарем 
РИСУНОК 1 
MEMORANDUM / СЛУЖЕБНАЯ ЗАПИСКА 
То Mandy Lim, Administrative Assistant 
From Sally Thomas, PA to Chairman 
Ref ST/JJ 
Date 14 August 20  
INHOUSE  DOCUMENT  FORMATS   
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Many congratulations on recently joining the staff in the Chairman's office.  I hope 
you will be very happy here. I am enclosing a booklet explaining the company's 
general rules regarding document formats.  However, I thought it would be helpful 
if I summarised the rules for ease of reference. 
1  DOCUMENT  FORMATS 
All documents should be presented in the fully-blocked format using open 
punctuation. Specimen letters, fax messages, memoranda and other documents are 
included in the booklet. These examples should guide you in our requirements. 
2  SIGNATURE BLOCK   (LETTERS) 
In outgoing letters it is usual practice to display the sender's name in capitals and 
the title directly underneath in lower case with initial capitals. 
3  NUMBERED  ITEMS 
In reports and other documents it is often necessary to number items.  In such cases 
the numbers should be displayed alone with no full stops or brackets.  Subsequent 
numbering should be decimal, i.e.  3.1,  3.2,  etc. 
I hope these guidelines will be useful and that you will study the layouts shown in 
your booklet. If you have any questions please do not hesitate to ask me. 
 
Enc 
Copy Personnel Department 
Задание 3. Просмотрите служебную записку еще раз и ответьте по-
английски на следующие вопросы 
1) Кому адресована служебная записка? 
2) Кто отправитель этой записки? 
3) Каким числом датирована служебная записка? 
4) Что сообщается в этой записке? 
5) С какой целью она написана? 
6) Скажите, содержит ли записка приложение? 
7) Скажите, в какой отдел должна быть передана копия этой записки? 
 
Задание 4. Напишите аналогичную служебную записку по-английски 
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СООБЩЕНИЕ ПО ФАКСУ / FAX MESSAGE 
Сообщения по факсу могут пересылаться не только в филиалы компании, но 
и деловым партнерам других фирм. При этом для отправки корреспонденции 
по факсу многие компании обычно используют стандартный бланк. Если для 
передачи сообщения по факсу бланки не используются, тогда с целью 
улучшения обозримости текста рекомендуется разбивать передаваемую 
информацию на блоки. 
 
Задание 1. Рассмотрите образец бланка факсового сообщения (рисунок 2), 
заполните его информацией, разбивая ее на блоки. 
РИСУНОК 2 
FAX 
То: From:  
Company: Date:  
Fax No: No of Pages: (Including this page) 
 
 
 
Задание 2. Прочитайте предполагаемый текст письма для факсового 
сообщения 
РИСУНОК 3 
Получатель (Кому): Андреа Геффнер, наименование фирмы  
Факсовый номер: 45736437 
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Отправитель (От): Роберт Гордон, коммерческий директор (Sales Manager) 
Дата: 15 августа 20  
Количество страниц (включая эту страницу) — 2 
 
Формула приветствия:  Уважаемый господин Геффнер! 
Указание на основную тему письма: Сфера наших услуг (our range of 
services). Выражение благодарности: благодарим вас за ваш интерес к нашей 
компании. Основной текст:  в качестве приложения мы высылаем вам 
проспект (a booklet) услуг,  которые оказывает наша фирма. Дальнейшую 
запрашиваемую информацию вам охотно предоставит господин Колин   
(237397). 
 
Искренне Ваш,  
Роберт Гордон  
Коммерческий директор 
х 
 
 
Задание 3. Переведите это письмо (рисунок.3) на английский язык и 
отправьте его по факсу своему товарищу по учебе 
 
Помните! При отправке писем по факсу соблюдайте следующие 
рекомендации: 
1. Пишите письма достаточно полно, но кратко, ясно и с ориентацией на 
клиента. 
2. Обязательно укажите главную тему и пишите ее большими буквами. 
3. Точно указывайте количество страниц. 
4. Не обязательно писать формулу приветствия и заключительную формулу. 
5. Для обозримости текста разбивайте письмо на блоки. 
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6. Избегайте длинных фраз и повторений. Чем лучше вы составите свое 
сообщение с точки зрения его внешней формы и содержания, тем понятнее 
оно будет для читателя и тем быстрее вы добьетесь желаемого воздействия 
на него. 
7. Формулируйте свои мысли логично, четко и ясно. 
 
Задание 4. Рассмотрите структуру и расположение частей факсового 
сообщения (рисунок.4). 
 
Задание 5.  Ответьте, почему указание на главную тему письма 
напечатано прописными буквами? 
 
РИСУНОК 4 
TURNER COMMUNICATIONS                 MOBILE PHONE SPECIALISTS 
21 Ashton Drive                                        Tel +44 114 2871122 
Sheffield                                                    Fax +441142871123 
S26 2ES                                                   Email TurnerComm@intl.uk 
 
FAX MESSAGE 
To                                                  Janet Benson, General Manager 
Company                                       Asia Communication (Singapore) Pte Ltd 
Fax Number                                  65 6767677 
From                                              Sally Turner, Managing Director 
Ref                                                 ST/DA 
Date                                               6 June 2008 
Number of Pages  
(including this page) 1 
 
VISIT TO SINGAPORE 
Thank you for calling this morning regarding my trip to Singapore next month. I 
am very grateful to you for offering to meet me at the airport and drive me to my 
hotel. 
I will arrive on flight SQ101 on Monday 8 July at 18.30.  
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Accommodation has been arranged for me at the Supreme International Hotel, 
Scotts Road. 
I will be traveling up to Kuala Lumpur on Sunday 14 July on MH989 which 
departs from Singapore Changi Airport Terminal 2 at 15.45. 
 
I look forward to meeting you. 
 
 
Задание 6. Прочитайте и переведите приведенное выше сообщение по 
факсу на русский язык письменно. Если возникнет необходимость, 
воспользуйтесь англо-русским словарем 
 
Задание 7. Ответьте по-английски на следующие вопросы 
1) Кому адресовано это письмо? 
2) Указан ли номер факса? 
3) Кто послал это сообщение по факсу? 
4) Укажите дату отправления письма. 
5) Укажите количество страниц письма. 
6) Что сообщается в письме? 
 
Задание 8. Как вы полагаете, почему это сообщение послано по факсу? 
Обоснуйте свое мнение 
 
 
 
     СООБЩЕНИЕ ПО ЭЛЕКТРОННОЙ ПОЧТЕ 
/ ELECTRONIC MAIL 
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Общеизвестно, что время и быстрота отправления и получения 
информации в наши дни является одной из важных предпосылок успеха 
коммерческой деятельности и установления деловых контактов. Электронная 
почта (e-mail) играет здесь важную роль, так как: она проста в обращении и 
экономит много времени и усилий. Cообщения по электронной почте можно 
одновременно отправлять не только одному лицу, но и нескольким, как в 
пределах одной организации, так и в разные фирмы. 
При составлении сообщений, посылаемых по электронной почте, 
соблюдайте основные правила деловой переписки: ясность (clarity), полнота 
(completeness), грамотность (correctness), правильное оформление / структура 
текста (structure) и вежливость / любезность (courtsety) 
При использовании электронной почты имеются дополнительные 
указания: 
1) Пишите свое сообщение кратко, чтобы оно по возможности 
полностью поместилось на экране (окно для писем), тогда вся важная 
информация будет видна сразу. Используйте короткие фразы, 
сокращения, современную терминологию, которая общепринята и 
известна вашему корреспонденту. 
2) Не злоупотребляйте терминами. 
3) Остерегайтесь электронных хакеров / компьютерных взломщиков 
(electronic eavesdroppers): ваше сообщение может быть получено другими 
лицами и распечатано для чтения. Кроме того, ваше сообщение будет 
сохранено в памяти компьютера, даже если вы удалите его. 
4) Тем не менее пользуйтесь такими преимуществами электронной почты, 
как скорость и действенность. 
5) Не посылайте по электронной почте такие сообщения, которые могут 
вызвать у вашего корреспондента сомнения по поводу репутации вашей 
фирмы и вашего непрофессионализма. 
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6) Составляйте свое сообщение так, чтобы на него можно было легко 
ответить. 
7) Уже в начале вашего сообщения по электронной почте читатель должен 
узнать главную тему письма и ваши желания, намерения. 
8) Формулируйте свои вопросы так, чтобы корреспондент был в состоянии 
давать на них односложные ответы. 
9) Всегда указывайте точный адрес электронной почты. 
10) Всегда заполняйте графу «тема». 
11)  Прежде чем отправить сообщение по электронной почте, проверьте его 
еще раз на предмет содержания и грамотности. 
12)  Сохраняйте копии сообщений и распечатки отправленных и полученных 
электронных сообщений. 
 
 
Задание 1. Внимательно  рассмотрите   образец   электронного письма 
(рисунок.5). Расскажите о его форме и содержании. 
РИСУНОК 5 
Дата проставляется вашим  
компьютером автоматически, следите 
за тем, чтобы электронные часы 
вашего компьютера шли правильно. 
Точно указывайте электронный 
адрес. 
 
Формальное приветствие для 
электронного письма не подходит. 
Делайте его неформальным, с 
дружескими пожеланиями, если это 
возможно. 
 
Subject: Model Business Letters Date: 
Mon, 22 Sept 1997 15:17:59+0000 
From: Shirley.tavlor@northern.net  
To: pradeep.iethi@ftmanaaement.com 
 
 
 
 
 
Hi Pradeep! 
Thanks for your email today. I'm glad 
you had a good holiday. I've been able 
to progress well with revisions to Model 
Business Letters. Help from my friends 
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Завершение письма также может 
быть неформальным. 
Nah Harper and Barrie Mort has been so 
valuable. You'll be glad to know that I'll 
be able to meet the deadline and should 
be able to finalise things within the next 
week or so. Can we arrange to meet 
early October so that I can hand over 
my manuscript and discuss the 
amendments and new page design etc? 
Talk to you soon. All the best... 
 
 
 
Задание 2. Напишите электронные сообщения своему другу из 
Великобритании, сообщите ему об успешном прохождении 
собеседования и о получении работы госслужащего в Администрации г. 
Тюмени 
 
 ДЕЛОВЫЕ ПИСЬМА НА АНГЛИЙСКОМ ЯЗЫКЕ 
                             ENGLISH BUSINESS LETTERS 
Несмотря на то что в настоящее время используется множество 
способов и средств коммуникации, деловые письма по-прежнему играют 
большую роль в обмене информацией, являясь важной частью деловой 
сферы общения. Более того, устные и телефонные волеизъявления в 
большинстве случаев требуют письменного подтверждения, что служит 
официальным документом, юридическим доказательством для участников 
заключения сделки. Помимо того, деловое письмо является своего рода 
визитной карточкой компании, ибо по нему нередко создается первое 
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впечатление о компании. Поэтому деловые письма лучше всего писать на 
качественных индивидуальных бланках компании с заголовками. Заголовок 
бланка должен содержать следующие данные: 
— наименование компании; 
— полный почтовый адрес компании, а также по возможности адрес 
электронной почты; 
—   контактные номера телефонов, факса; 
—   регистрационный номер и офис регистрации; 
—   логотип данной компании. 
Большинство компаний печатают специальные листы из качественной 
бумаги, используемые в качестве второй и последующих страниц для 
продолжения текста делового письма. На таких листах, как правило, указаны 
наименование компании и ее логотип. При продолжении письма на 
последующих страницах необходимо учитывать следующие рекомендации: 
1)  Не обязательно делать специальные пометки в нижней части страницы, 
чтобы показать тем самым, что данная страница не является последней 
страницей письма. Об этом уже свидетельствует факт отсутствия 
заключительной части и подписи на этой странице. 
2)  Используйте страницу для продолжения письма в том случае, если на 
первой странице не вмещаются по меньшей мере 3-4 строки печатного 
текста. 
3) Новую страницу начинайте печатать всегда с нового абзаца. 
4) Последняя страница должна непременно содержать заключи- 
тельную часть и подпись. 
 
Задание 1. Рассмотрите структуру продолжения письма на второй 
странице (рисунок.6) и опишите ее 
РИСУНОК 6 
 
 
Snowflake Productions рlс  
Continuation sheet 
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Номер страницы 
Ссылка 
Дата 
Имя адресата 
(или первая строка внутреннего 
адреса) 
 
 
 
Старайтесь разбивать текст в 
соответствующих местах, а не в 
середине предложения. 
 
 
Всегда переносите на лист для 
продолжения письма не менее трех 
или четырех строк текста. 
 
 
 
 
 
Завершайте письмо обычным 
способом с использованием 
заключительной части. 
 
 
 
Не забудьте Еnс и копию(и) в случае 
необходимости. 
 
 
 
2 
JL/ST 
19 July 20_ 
Miss Sophie Bolan 
 
 
(3 или 4 пустые строки для 
продолжения текста письма) 
 
Please sign and return one copy of each 
of these documents and keep the 
duplicate copies for your reference. 
 
You will be expected to attend an 
induction course on your first day at 
Snowflake Productions. A copy of the 
programme is enclosed. 
I look forward to meeting you again 
soon and hope that you will be very 
happy in your new post. 
 
Yours sincerely 
 
The signature 
 
 
 
Personnel Director  
Encs 
Copy Michael Lim, 
Training Manager 
 
 
Задание 2. Почему используется вторая страница письма?  
 
Задание 3. Какие факты свидетельствуют о том, что данная страница 
является окончанием 
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Помните: первое впечатление на читателя вашего письма производит 
его внешняя форма (оформление письма, расположение частей письма, 
разбивка текста на блоки / абзацы, вид и способ печати, интервалы и поля). 
Поэтому при печатании письма соблюдайте следующие указания: 
- Письма должны печататься через один интервал. 
- Между абзацами оставляйте пробелы в два интервала. 
- Печать должна быть четкой и темной. 
- Не допускаются поправки текста, после того как письмо уже напечатано. 
- Абзацы должны быть логически завершенными и иметь примерно 
одинаковую величину 
- Оставляйте поля со всех сторон сообщения. 
- Если письмо короткое, не печатайте его слишком высоко на странице. Если 
письмо длинное, не пытайтесь поместить его на одной странице. Для этих 
целей предназначены другие страницы. 
 
Задание 4. Ознакомьтесь со структурой делового письма, с рас-
положением его частей и их назначением. Обратите внимание на 
некоторые особенности американских и английских деловых писем. 
 
СТРУКТУРА АМЕРИКАНСКИХ И АНГЛИЙСКИХ 
ДЕЛОВЫХ ПИСЕМ 
 
Деловые письма в США и Великобритании имеют ряд особенностей. 
Рассмотрим сначала внешнюю форму и составные части американского 
делового письма. 
 
Структура американского делового письма 
The Structure of an American Business Letter 
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Американское деловое письмо обычно состоит из следующих частей: 
1) заголовок / Letterhead; 
2) дата письма / Dateline; 
3) внутренний адрес / Inside Address; 
4) строчка, указывающая на вручение делового письма конкрет- 
ному сотруднику фирмы / Attention Line; 
5) обращение / Salutation; 
6) указание на общее содержание или тему письма / Subject Line; 
7) содержание письма / текст письма / Body; 
8) заключительная формула вежливости / Complimentary Closing; 
9) название вашей фирмы / Company Signature; 
10) подпись / идентификация подписавшего / Signer's Identification; 
11) инициалы подписавшего письмо / инициалы автора письма / 
Reference Initials; 
12) указание на приложение / Enclosure Reminder; 
13) пометка о раздаче копий лицам или отделам, имеющим касательство / 
"СС" Notation. 
 
Структура английского делового письма 
The Structure of an English  Business Letter 
 
Английское деловое письмо обычно состоит из следующих частей: 
1) заголовок / The heading; 
2) ссылка /The reference;  
3) дата  / The date; 
4) внутренний адрес / The inside address; 
5) приветствие / Salutation; 
6)  указание на тему письма / Subject Line; 
7)  содержание письма / текст письма / Body; 
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8)  заключительная формула вежливости / The complimentary close; 
9) подпись / The signature; 
10) приложение / Enclosure 
11) пометка о раздаче копий лицам или отделам, имеющим касательство / 
"СС" Notation. 
 
Обратите внимание на рекомендации ведущих английских: и 
американских специалистов в области деловой корреспонденции 
1. Избегайте в своих деловых письмах следующих выражений: 
9 according to our records 
9 I have your letter acknowledge receipt of 
9 I wish to thank, may I ask as to, 
9 with reference to, with in due time, 
9 in due course of time regard to, 
9 with respect to in receipt of at hand, 
9 on hand in the near future attached please find, 
9 attached in view of hereto, enclosed herewith, 
9 our Mrs. Campbell enclosed please find 
9 permit me to say beg to inform, 
9 beg to tell pursuant to duly thank you again for your information 
9  thank you in advance hereby, therefore, herewith thereon 
 
2. Избегайте следующих фраз: 
9 I have noticed that («Я обратил внимание на то, что») 
9 It has come to my attention that («Мое внимание привлек тот факт, что») 
9 I am pleased to inform you that («Я рад сообщить Вам, что») 
9 I am writing to let you know that («Я пишу, чтобы сообщить») 
9 I must inform you that («Я должен проинформировать Вас о том, что») 
9 Will you (please) («Пожалуйста»)  
9 Thanking you in anticipation («Заранее благодарен»)  
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9 Thank you and regards («Благодарю и кланяюсь»)  
9 Kindest regards («С сердечным приветом») 
 
3.  Вместо           Instead of ... Пишите                 Use .... 
advise, inform 
 
say, tell, let us know 
along these lines, on the order of 
 
like, similar to 
as per 
 
as, according to 
an early date, at your earliest soon, today, next week, 
Convenience 
 
a specific date 
this time, at the present time at this 
writing 
 
now, at present 
check to cover deem 
 
check for 
due to the fact that, because of believe, consider 
the fact that 
 
because 
favor, communication for the purpose of
 
forward 
 
free of charge 
 
in accordance with 
 
in advance of, prior to in compliance 
 
 
with  
 
in the amount of, in the event, that  
kindly 
 
of recent date 
  
party said same 
 
subsequent to 
letter, memo, for 
 
send 
 
free 
 
according to before 
 
as you requested 
regarding, concerning 
 
for 
 
please 
 
 
recent / recently 
 
person, a specific name 
 
not to be used as an adjective 
not to be used as a noun 
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the writer, the undersigned  
 
up to this writing 
 
after, since 
 
I / me until now 
 
4. He заканчивайте свои деловые письма неполными предложениями, 
начинающимися с причастных фраз типа: 
9 Looking forward to your early reply.  
9 Hoping to hear from you soon.  
9 Thanking you for your interest. 
 
5. Вместо них используйте полные предложения, например: 
9 We look forward to your early reply.  
9 I hope to hear from you soon.  
9 Thank you for your interest. 
 
6. Вместо следующих излишних слов употребляйте простые нужные 
слова: 
Не пишите Пишите 
Don’t Use Use 
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and et cetera 
as a result of 
as otherwise 
at about attached hereto 
at this point in time 
avail oneself of 
be of the opinion both alike 
both together check into 
connect up continue on cooperate 
together 
customary practice 
during the time that 
each and every 
enclosed herewith 
enter into 
forward by post free gift 
have a tendency to  
in many instances 
in spite of the fact that 
 in the amount of  
cooperative together 
in an efficient manner 
in the event that  
in the matter of  
in the process of being  
in this day and age 
inform of the reason  
is of the opinion  
letter under date of  
letter with regard to  
et cetera 
because 
otherwise 
about attached 
at this time; now 
believe 
alike 
together check 
connect 
continue 
cooperate practice 
while 
each or every 
enclosed 
enter 
mail gift 
tend to  
often  
although 
 for 
cooperative 
efficiently 
if 
about  
being  
nowadays  
tell why  
believes  
letter of 
letter about  
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new beginner 
on account of the fact that owing to the 
fact that 
past experience 
place emphasis on 
place an order for 
repeat again 
same identical 
send an answer 
up above 
whether or not 
write your name  
beginner 
because 
 
because, since experience 
emphasize 
order 
repeat 
identical 
reply 
above 
whether 
sign 
 
 
 
 
 
 
 
 
 
 
 
 
КЛЮЧИ К ЗАДАНИЯМ УРОКОВ 
 
PART 1 
THE OVERVIEW OF THE BRITISH GOVERNMENT 
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UNIT 1    GOVERNMENT DEPARTMENTS 
4. 1-T; 2-F; 3-F; 4-F; 5-T; 6-T. 
5. 1- Department for Work and Pensions; 2-HM Treasury; 3-HM Revenue and 
Customs; 4-Cabinet Office; 5- Department of Health; 6-Foreign and 
Commonwealth Office; 7-Ministry of Defence; 8-Department for Business; 
Enterprise and Regulatory Reform. 
6. 1- criminal cases; 2-Director of Public Prosecutions; 3- geographical areas; 4- 
responsibility; 5- effective running; 6- lawyers; 7- administrative staff; 8- the 
police; 9- cases; 10-court. 
7. 1- Local Government, 2- a safe environment, 3- to build the capacity, 4- to shape 
and protect, 5- to offer more choice, 6- public services, 7- building cohesion, 8- 
anti-social behaviour, 9- responsive local government, 10- to shape and deliver the 
communities’ vision for the future. 
8. 1- the justice system; 2- the justice system; 3- protect; 4- fair, effective and 
accessible; 5- to participate in political processes; 6- running the courts; 7- law and 
policy on running elections; 8- modernising the constitution; 9- reducing crime; 
10-dispute resolutions. 
10. 1–objective; 2-government; 3-difference; 4-safer; 5-quickly; 6- constructively; 
7-equality; 8- responsibilities; 9- freely; 10-capabilities; 11-international 
 
UNIT 2       GOVERNANCE AND PUBLIC ADMINISTRATION 
1. 1-c; 2-e; 3-d; 4-b; 5-a 
5. 1-F; 2-T; 3-T; 4-T; 5-F; 6-F 
6. 1-simple question; 2-governance; 3-definition; 4-historical; 5-science; 6-
economic and social; 7-social groups; 8-employees; 9-policy; 10-private. 
7. 1-comparison; 2-economic growth; 3-corruption of officials; 4-set up a firm; 5-
the aim of improving; 6-government; 7-bureaucracy; 8-the competence of civil 
servants; 9-political pressures; 10-credibility of the state 
9. 1-b; 2-c; 3-a; 4-f; 5-d; 6-g; 7-h; 8-e; 9-j; 10-i 
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11. 1- the success of all other reforms; 2- training the judges and prosecutors; 3-
recruitment according to merit; 4- state officials; 5- powerful control mechanism; 
6-the increase of transparency; 7- the government pretends to pay; 8- a springboard 
for a career; 9-a matter of prestigeevaluation 
14. 1-Professional; 2-government; 3-promotion; 4-leadership; 5-servants; 6-
specific; 7-boarder 
 
UNIT 3          POLITICAL PARTIES IN GREAT BRITAIN 
1. 1-d; 2-a; 3-c; 4-b 
2. 1-k; 2-p; 3-g; 4-a; 5-b; 6-n; 7-d; 8-j; 9-e; 10-f; 11-l; 12-h; 13-o; 14-c; 15-m 
8. 1-T; 2-F; 3-F; 4-T; 5-T 
10. 1-two-party system; 2-power; 3-Prime Minister; 4-Opposition; 5-centre-left; 6-
leadership; 7-policies; 8-gvernment; 9-wage; 10-business; 
11. 1-political party; 2-right; 3-voters; 4-founded; 5-government; 6-election; 7-
opposition party; 8-Members of Parliament; 9-Leader of Cabinet; 10-Shadow 
Cabinet 
12. 1-c ; 2-g; 3-j; 4-e; 5l; 6-n; 7-b; 8-k; 9-i; 10-f; 11-d; 12-h; 13-m; 14-a 
15. 1-political; 2-constitutional; 3-independence; 4-economic; 5-environment; 6-
citizenship; 7-different; 8-nationality; 9-ability; 10-revival; 11-constitution; 12-
membership 
 
PART 2 
CIVIL SERVICE 
UNIT 1    THE HISTORY OF CIVIL SERVICE 
1.  1-e; 2-d; 3-a; 4-b 
2.  1-f; 2-I; 3-a; 4-h; 5-c; 6-d; 7-j; 8-b; 9-e; 10-g; 11-k 
4. 1-a; 2-b; 3-b; 4-c; 5-а 
5. 1-b; 2-a; 3-b; 4-a; 5-a  
6. 1-F; 2-T; 3-T; 4-T; 5-F 
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10. 1-establishment; 2-developed; 3-ministers; 4-secretary; 5-Prime Minister; 6-
created; 7-regional; 8-established; 9-support; 10–employees 
14. 1-examinations; 2–selection; 3-national; 4-replaced; 5-competitive; 6-reforms; 
7-basis; 8-beginning; 9-competitive; 10-Commission; 11-established; 12-
association; 13-regulations; 14-movement; 15-federal  
 
UNIT 2       THE CIVIL SERVICE TODAY 
1. 1-d; 2- ; 3-e; 4-h; 5-b; 6-g; 7-I; 8-a; 9-f; 10-j  
3. 1-b; 2-b; 3-b; 4-c; 5-c 
4. 1-T; 2-T; 3-F; 4-F; 5-F 
6. 1- governmental departments; 2- ensure; 3- execution; 4- sending out; 5- spot; 6- 
Cabinet Secretary; 7- Permanent Secretaries;  8- Principal Private Secretary; 9- 
upgraded;  10- deal with; 11- staff; 12- undergo; 13- vetting; 14- access 
9. 1-; 2-F; 3-T; 4-T; 5-T 
10. 1-powerful; 2-honesty; 3-beginnings; 4-established; 5-government; 6-strictly   
 
UNIT 3 CIVIL SERVICE CODE 
1. 1-c, 2-a, 3-d, 4-b 
2. 1-f; 2-c; 3-a; 4-g; 5-b; 6-d; 7-e 
7. 1-T; 2-T; 3-F; 4-F; 5-T 
8. 1-objectivity;  2-impartiality; 3-values; 4-pride; 5-passion; 6-advice; 7-win the 
trust; 8-local authority; 9-private sectors; 10-inspire; 11-serve; 12-essential; 13-get 
excited; 14-support the staff; 15-diversity   
9. 1-diversity; 2-civil service; 3-private sector; 4-jobs; 5-appointment; 6-civil 
servant; 7-values; 8-ensure     
13. 1-employees; 2-behavior; 3-conscience; 4-provide; 5-professional; 6-
effectiveness; 7-followings; 8-objective; 9-implementation; 10-fulfilling; 11-
relationship; 12-financial                                                                                                          
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PART 3 
I AM A CIVIL SERVANT  
 
UNIT 1                WORKING FOR THE CIVIL SERVICE 
3. 1-F; 2-F; 3-T; 4-T; 5-F; 6-T. 
4. 1-manager in the Civil Service; 2-administrative officers training and appraising 
team members;  3- tax or immigration control; 4-deal with problems and enquiries; 
5-an administrative grade; 6-its own entry requirements; 7-skills and life 
experience; 8- English and maths; 9- the Fast Stream Development Programme; 
10- series of selection tests and interviews. 
5. 1-government departments; 2-process information; 3-enquiries; 4-computerised; 
5–researching; 6-deal with; 7-specialist work; 8-Civil Service; 9-recruitment; 10-
nationality requirement.   
7. 1-local government; 2-deal with enquiries; 3-department; 4-in writing or in 
person; 5–producing and sending letters; 6-cash and payments;  7-updating; 8- 
liaising with staff; 9-computer skills; 10- experience of customer service. 
9. 1-e; 2-a; 3-f; 4-b; 5-g; 6-d; 7-c; 8-I; 9-j; 10-h. 
10. 1-K; 2-J; 3-T; 4-D; 5-E; 6-F. 
 
UNIT 2    SKILLS FOR GOVERNMENT 
6. 1-F; 2-T; 3-T; 4-F; 5-T; 6-F 
7. 1-domestic and global challenges; 2-public expectations; 3-demands; 4-
innovative policy; 5-workforce; 6- capable; 7- fresh perspective; 8- a sense of 
pride; 9-a professional approach; 10- flexible 
8. 1-important to focus; 2-improved; 3-the Civil Service works; 4-faces; 5–agenda; 
6-senior civil servants; 7-relationship; 8-visited; 9-complexity of the challenge;10-
policy design or timing 
9. 1-every citizen; 2-need to be improved; 3-develop new competences; 4-six core 
skills; 5-boost an organisation's skills; 6-improving Civil Service capability; 7-the 
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“professionalisation” of the service; 8-professional, highly skilled civil servants; 9-
fear or favour; 10-the skills to implement those ideas 
10. 1-f, 2-e, 3-a, 4-c, 5-j, 6-h, 7-d, 8-g, 9-b, 10-i 
13. 1-b, 2-a, 3-e, 4-d, 5-c.  
 
UNIT 3          LEADERSHIP  
1. 1-с; 2-a; 3-e; 4-b; 5-d 
5. 1-T; 2-F; 3-F; 4-T; 5-T; 6-T. 
8. 1-f; 2-e; 3-a; 4-c; 5-j; 6-h; 7-d; 8-g; 9-b; 10-i. 
10. 1-leadership; 2- follower; leader; communication, situation; 3- different styles 
of leadership; 4- having a good understanding of human nature; 5- successful; 6- 
worthy of being followed; 7- nonverbal; 8- the best course of action, leadership 
style; 9- these factors; 10- your relationship with your seniors, the skill of your 
people etc. 
15. 1-b; 2-e; 3-d; 4-a; 5-j; 6-c; 7-h; 8-f; 9-g; 10-l; 11-p; 12-n; 13-k; 14-о; 15-m; 16- 
18. 1-L; 2-E; 3-A; 4-D; 5-E; 6-R. 
19. 1- considerations; 2- competencies; 3- leader; 4- institutions; 5- decision; 6- 
building; 7- leadership 
 
 
PART 4 
I WANT TO BE A CIVIL SERVANT 
UNIT 1           RECRUITMENT AND PROMOTION 
2. 1-T; 2-F; 3-F; 4-T; 5-T 
3. 1-vocational ladder; 2-at the bottom; 3-qualified; 4-specific skills; 5-
establishment; 6-federal service; 7-admonistrative; 8-categories; 9-activities; 10-
government service;  
8. 1- political; 2- business; 3- generally; 4- regulations; 5- government; 6- 
difference; 7- leadership; 8- responsibility 
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UNIT 2             CAREER AND JOB FAIR. DO’S AND DON’TS 
4. 1-job ads; 2-applications; 3-resume; 4-interview; 5-recruit; 6-offered; 7-selected; 
8-accept 
6. 1-career fair; 2-eliminate; 3-recruit; 4-a hiring manager; 5-benefit; 6-work 
experience; 7-skill; 8-ability; 9-to be intimidated; 10-to screen potential candidates; 
11-chew gum; 12-fidget; 13-previous job; 14-supervisor; 15-salary  
8. 1-T; 2-F; 3-F; 4-T; 5-T 
9. 1-working for company; 2-strenghts and weakness; 3-ability; 4-employers; 5-
skills; 6-behaviour; 7-experience; 8-to achieve a goal; 9-to prepare; 10-all aspects; 
11-little work experience 
10. 
Job Interviewing Do's Job Interviewing Don'ts 
1; 2; 3; 5; 7; 8; 10; 12; 13; 17; 19; 21; 
23; 24 
4; 6; 9; 11; 14; 15; 16; 18; 20; 22 
 
UNIT 3           THE ART AND SCIENCE OF RESUME WRITING 
6. 1- specific tips; 2-screening process; 3-improve; 4-summarize; 5-desired job; 6-
benefit; 7-versions; 8-hire; 9-relevant; 10-earned; 11-experience; 12-leadership 
qualities; 13-skils; 14- achievements 
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